
How to Use: For Students

“From applying for scholarship programs to checking selection results in one place.”

Scholarship Commons is an integrated scholarship management platform that covers from scholarship application
to candidate selection. Scholarship Commons for student members handles the entire application process,

which covers from applying for scholarship programs to announcing scholarship recipients. 
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Students can search for scholarship programs through diverse search methods on Scholarship Commons.

1. Scholarship Search

(1)   Search for desired scholarships using keywords.
(2)   Conveniently search by category for scholarships that are relevant to you.
(3)   Quickly search for the latest scholarships or popular scholarships using the sorting function.

Your submitted contents can be found in the [Application Details] menu. You can manage your scholarship application details 
online. If you have requested a recommendation letter, you can also directly check online whether the recommendation letter has 
been submitted.

It is easy to apply for scholarship programs online on Scholarship Commons, without printing and mailing of documents.
Clicking the [Apply] button in the scholarship announcement post activates a customized application system.

2. Scholarship Application Submission 

Once starting an applying process, your eligibility for the scholarship is first assessed. A person who has family members, relatives, 
friends, etc. working at a scholarship operating agency cannot apply for the scholarship.

Next, fill out the application form. If your information has been saved on the website, you can quickly fill out the application form by 
clicking the [Retrieve My Data] button.

Next, fill out your personal introduction statement and study plan online.

Scholarship Commons does not require you to mail supporting documents. You can check the document type and its requirement, 
then submit them directly online.

If the recommendation letter is a requirement, students can make recommendation letter requests online to recommenders. 
Requests for recommendation can only be made to recommenders who are registered as members. The recommendation letter is 
submitted to Scholarship Commons directly by the recommender within the given recommendation period.

Submit a package of the application document in the final step after verifying a personal identity on the ID verification check system, 
which is used to prevent fraudulent applications.

You can temporarily pause the application at any time by clicking the [Exit] button at the bottom of the screen, and resume the 
application by clicking the [Application in Progress] menu.
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3. Blind Evaluation 

As a basic principle to guarantee fair evaluation, Scholarship Commons uses blind evaluations. A part of the evaluation system that 
only the evaluator can access is shown below. Personal information is removed from the documents submitted by students, and 
evaluations are conducted with only the registration number visible.

Note: When writing the personal statement or the study plan, the use of any expressions or terms that directly or indirectly identify the 
applicant is prohibited. If any personally identifying information is included, it may be excluded from the evaluation.

4. Confirmation of Selection Results

For transparent management of selection results, Scholarship Commons informs all applicants of the selection results on the 
scheduled announcement date, regardless of whether they have been selected. The selection results can be checked via email and in 
the [Application Details] menu.

5. Submission of Supporting Documents 

Scholarship Commons does not require excessive submission of documents when applying for scholarships. Information only 
relevant to selected scholarship candidates, such as bank account information for receiving scholarship money, is submitted after the 
selection results are announced. The scholarship candidates are to submit the requested additional documents by clicking the 
[Submit Supporting Documents] button in the [Application Details] menu. 

Note: If the information for scholarship payment, etc. is not submitted after the selection announcement, the scholarship candidate will 
be considered as having given up his or her status as a scholarship candidate, and the scholarship will not be provided.

6. Scholarship Payment

5P�FOTVSF�B�USBOTQBSFOU�TFMFDUJPO�QSPDFTT�4DIPMBSTIJQ�$PNNPOT�EJTDMPTFT�BMM�TDIFEVMFT�GSPN�BQQMJDBUJPO�UP�QBZNFOU�JO�UIF�
TDIPMBSTIJQ�BOOPVODFNFOU�QPTU��:PV�DBO�DIFDL�UIF�FYQFDUFE�EBUF�PG�TDIPMBSTIJQ�QBZNFOU�JO�UIF�BOOPVODFNFOU�QPTU�BOE�UIF�
TDIPMBSTIJQ�XJMM�CF�QBJE�VTJOH�UIF�QBZNFOU�JOGPSNBUJPO�TVCNJUUFE�CZ�UIF�TDIPMBSTIJQ�DBOEJEBUF�



XXX�TDIPMBSTIJQDPNNPOT�DPN DPOUBDU!TDIPMBSTIJQDPNNPOT�DPN
SCHOLARSHIP COMMONS ⓒ 2017-2020 MintSage Inc.

How to Use: For Scholarship Operating Agency

“From posting scholarship announcement to checking selection results in one place.”

Scholarship Commons for scholarship operating agency members operates the entire selection process,
which covers from making scholarship announcement post to evaluating scholarship applicants.  
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Scholarship Commons offers a variety of memberships depending on the type of the scholarship operating agency (for-profit 
organization, non-profit organization, individual etc.). Memberships for operating agencies include standard, basic (flat-rate), 
premium, partner, and tailor-made custom memberships. Select your desired membership and contact Scholarship Commons to 
subscribe.

1. Membership Subscription

Partner CustomBasic PremiumStandard

Scholarship Commons provides a service that allows the operating agency to receive the scholarship application form online, 
without having to receive it by mail. When the application period begins, click the [Operating Agency’s Home] > [Scholarship 
Management] > [Application Details] button in order to check the application status in real time.

3. Submission of Form Online

Scholarship Commons enables the appointment of an evaluator and checking of results online. Before the evaluation process 
begins, appoint an evaluator by clicking the [Operating Agency’s Home] > [Scholarship Management] > [Evaluator Management] 
menus in order.

When the evaluation period starts, the evaluator submits the evaluation assessment result after evaluating the application. The 
operating agency can check the details of the evaluation provided by the evaluator by clicking the [Operating Agency’s Home] > 
[Scholarship Management] > [Evaluation Details] menus in order.

Upon completion of evaluation, you can check the evaluation results online and select a scholarship candidate. Please select a 
number of final candidates to match the planned number of candidates, and click the [Select as Scholarship Candidate] button to 
complete the selection of scholarship candidates.

Note: When appointing an evaluator, please search for and add the evaluator, and then click the [Appoint Selected Evaluator] button to 
complete the appointment.

4. Online Evaluation 

Scholarship Commons automatically informs all applicants of the scholarship selection results, without having to contact students 
separately. A part of the scholarship application details accessible only by the applying students is shown below, and applicants can 
check the scholarship selection results via email and on the website on the scheduled announcement date.

5. Announcement of Selection Results 

Please award the scholarship money directly to the selected scholarship recipients on the scheduled award date.
Scholarship payment information can be found by clicking the [Operating Agency’s Home] > [Scholarship Management] > [Selected 
Recipients] menus in order.

Note: Students who do not submit additional documents, such as bank account number for scholarship payment, will be considered as 
giving up the status of scholarship recipients, and the scholarship will not be awarded.

6. Scholarship Payment

An operating agency can register and manage its scholarship programs online on the Scholarship Commons platform.
After logging into the website using the institution’s account, click the [Program Registration] button at the top of the screen to start 
scholarship program registration. Please enter your scholarship programs online.

In step 1, please provide the basic information of the scholarship program. A customized registration system will be provided in 
accordance with the provided details.

In step 2, please fill out the scholarship announcement post online.

You can temporarily pause the process by clicking the [Exit] button at the bottom of the screen at any time, and resume the process 
by clicking the [Scholarships in Progress] menu.

In step 3, please create the scholarship application form and evaluation form online. A scholarship application form is 
automatically created based on the information entered in the previous step. Please complete the scholarship application form by 
adding or removing required items.

In the final step, please review the details and finalize the registration. You can check the final document by clicking the [Preview] 
button, and edit the information by clicking [Go to 1-3 Step] button.

Submitted scholarship applications will be reviewed and posted. The scholarship announcement posted online is open to all users. 
Posted scholarships can be found on the website of the operating agency and in the scholarship search results.

2. Scholarship Program Registration
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How to Use: For Evaluator

“From the evaluation request to the evaluation result submission – all in one place.”

The evaluation members on Scholarship Commons can perform the entire evaluation process,
from receiving an evaluation request to submitting the evaluation result.
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Scholarship Commons allows the evaluator to receive evaluation requests from operating agencies online. A requested evaluation 
can be checked via email and the [Requested Evaluation] menu, which is always displayed at the top of the website.

1. Evaluation Request

The evaluator can quickly and easily submit the evaluation assessment result, all conducted and prepared online. Please click the 
[Evaluate] button in the [Requested Evaluations] menu to start the evaluation.

Upon starting the evaluation, verification of the eligibility of the evaluator is conducted. A scholarship applied for by a student who 
has a personal relationship with the evaluator, as a family member, relative, friend, etc., cannot be a subject of the evaluation.

In the next step, enter the personal information of the evaluator, and check the evaluation instructions.

In the next step, the evaluator can conveniently read and evaluate the documents submitted by the students and the evaluation 
assessment result on one screen.

The evaluator can temporarily pause the process at any time by clicking the [Exit] button at the bottom of the screen, and resume the 
evaluation by clicking the [Evaluation Assessments in Progress] menu.

Upon completing all the evaluation assessments, please submit them in the last step after verifying your identity to prevent 
fraudulent evaluation.

The submitted content can be found in the [Evaluation Details] menu. You can manage the evaluation results online.

2.  Submission of Evaluation Assessment Result

On the Scholarship Commons website, an evaluator can not only make an evaluation, but can also check the scholarship candidate 
selection results. You can compare your own evaluation results with the selection results. The scholarship selection results can be 
checked in the evaluation details by clicking the [View Details] button in the [Evaluation Details] menu.

3. Check Evaluation Results

If there is an evaluation fee, the operating agency pays the fee using information provided by the evaluator for the payment of the 
evaluation fee. The evaluation fee will be paid after the entire selection process is completed, at the same time that the scholarship 
is paid. Please refer to the schedule specified in the scholarship announcement post for the payment date of the scholarship.

4. Evaluation Fees Payment
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How to Use: For Recommender

“From the request for a recommendation to the submission of the recommendation letter – all in one place.”

The recommender, as a member, can perform the entire process of receiving a request for a recommendation letter
from a scholarship candidate and submitting the recommendation letter on the Scholarship Commons website.
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The recommender can receive the request for recommendation letter from a student online using the Scholarship Commons 
platform. Requests for a recommendation letter can be checked via email and in the [Requested Recommendations] menu, which is 
always displayed at the top of the website.

1. Recommendation Request

Instead of delivering a written recommendation letter to the student, the recommender can prepare and directly deliver the 
recommendation letter online via the Scholarship Commons platform. Click the [Submit] button in the [Requested 
Recommendations] menu to start the recommendation process.

Upon submitting the recommendation letter, verification on the eligibility of the recommender is conducted. Any person who has a 
relationship with the person to be recommended, as a family member, relative, friend, etc., or any person who has been appointed as 
an evaluator for the scholarship applied for by the recommended person, is not eligible to be a recommender.

In the next step, enter your personal information as a recommender, and check the recommendation instructions.

In the next step, please fill out the recommendation letter according to the specified form online.

The recommender can temporarily pause the process at any time by clicking the [Exit] button at the bottom of the screen, and 
resume the preparation of the recommendation letter by clicking the [Recommendation Letters in Progress] menu.

Upon completing all recommendation letters, please submit them in the last step after verifying your identity to prevent fraudulent 
recommendation.

The submitted content can be found in the [Recommendation details] menu. You can manage the scholarship candidate 
recommendation details online.

2. Recommendation Letter Submission

On the Scholarship Commons website, a recommender can not only submit the recommendation letter, but can also check whether 
the recommended person is selected as a scholarship candidate. You can compare your own recommendation results with the 
selection results.

3. Checking Recommendation Results


