MCRC FROST CALL 027-03 DATED 22 AUGUST 2003
From: Commanding General, Marine Corps Recruiting Command
Subj: PROCESSING PROCEDURES FOR NROTC ONLINE APPLICATIONS

Encl: (1) Processing Instructions for Online NROTC
Applications

1. Purpose. To provide all levels within the Marine Corps
Recruiting Command (MCRC) with guidance procedures for processing
4-year NROTC Online scholarship applications for the FY 2004
scholarship vyear.

2. Background. The Naval Education and Training Command (NETC)
have developed an online NROTC electronic scholarship application
that can be accessed and used by applicants via the Internet. The
NROTC Online scholarship application process will ultimately
replace the current paper process. Presently this NROTC online
application is not capable of achieving a total paperless
application. Most of the necessary scholarship application forms
can be electronically submitted, but there is still a requirement
to submit necessary documents such as photographs, letters of
recommendation, etc. This necessitates that the 2004 NROTC four-
year scholarship applications to be submitted to MCRC (ON/E) via
mail in addition to the online application process. This is
especially critical for the NROTC Early Board, which convenes on
17-21 Nov 2003, and National Board, convening 17 Feb to 2 Mar 04.
Enclosure (1) contains instructions for online applications.

3. Information. The online NROTC site for applications is:
https://www.nrotc.navy.mil/application/default. cfm) The
following are the steps required to successfully process a four-
year NROTC Online scholarship application:

a. Recruiting Station (RS) level. Applicants interested in
the Marine Option, NROTC four-year scholarship will be required to
complete the NROTC Online application electronically. Once a
Marine Option NROTC applicant has completed the application form
to the best of their ability, it is then submitted electronically
to the nearest Recruiting Station for further processing. This is
an automatic process when the submit button is used. A Marine
Corps representative will contact the applicant within two (2)
weeks to set up an appointment to complete the application
package. Once the RS has determined that the NROTC scholarship
application is fully complete, they will forward the entire
package as follows:
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(1) Print-out the completed NROTC Online scholarship
application.

(2) Insert both the NROTC Online application, as well as
any external documents/items, such as photographs, recommendation
letters, etc., in a sturdy, manila folder. Please ensure that the
external documents/items are placed behind the online scholarship
application.

(3) Submit the completed NROTC scholarship applications
to your respective Recruiting District via mail.

b. Marine Corps District (MCD) level

(1) MCD personnel are required to screen each package to
ensure that the application is complete and that the applicant is
fully qualified for the 4-year NROTC scholarship program.

(2) Upon verification that applicants are eligible for
the program, and the NROTC Scholarship Applications are fully
complete, forward via mail to MCRC (ON/E).

(3) Additionally, it is imperative that MCD personnel
electronically submit the completed electronic NROTC scholarship
application by pushing the submit button on the screen form; this
action will automatically forward the completed electronic
application to MCRC (ON/E) for further processing.

(4) Submission deadline. Mail the completed, and
verified, packages to MCRC (ON/E) and ensure that they arrive NLT
October 25, 2003 for the NROTC Early Board (which convenes 17-21
November 2003) and NLT January 20, 2004 for the NROTC National

Board (which convenes 17 Feb to 02 Mar 2004).

c. MCRC (ON/E) level. Once ON/E receives the hard copy
application via the mail, ON/E will go into the Navy'’s NROTC
Online application program and press a button, which will
electronically notify the Recruiting Districts that the
applications have been received, as well as indicate the
eligibility status of the applicants.

4. Action. The procedures described above are to become
effective immediately.

5. For technical support or questions regarding the NROTC Online
application, contact Carol Heckert from the Naval Education and
Training Command (NETC) at commercial (850) 452-1001 ext 1393 or
DSN 922-1001 ext 1393. Email: NROTC.webmaster@cnet.navy.mil
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6. If a Recruiting Station desires to recover their previous
submissions of 4-year NROTC scholarship applications on
individuals who were not selected, an official request must be
submitted to MCRC (ON/E) via their Recruiting District.
Recruiting Districts can contact Mrs. Lomax via email or fax
requests to MCRC (ON/E) at commercial 703-784-9859 (DSN 278).

7. Point of contact is: Capt B. Mora, MCRC G-3 Head, Regular
Officer Programs, at commercial (703) 784-9403 or DSN 278-9403.
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Main Page

Shows the names of all completed applicant’s that are assigned to you.

Clicking on the applicant’s name will take you to the applicant’s check list. Items with
the “X” in the box have already been completed on the applicant’s checklist
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Check List

This is where you will check off the items (as you receive them) that are required for the
application packages. If the items are already completed, you will see a completion date
off the right side of the item in the checklist and the checkbox to the left will be checked.

ANROTC Recruiter Check List - Microsoft Internet Explorer
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Page 9 & Teacher Evaluations

Create user name and password

New for this year are the page 9 and the teacher evaluations. When the applicant puts in
an application, they are asked to supply the names and addresses of the people who will
be doing the page 9 and the evaluations. On the checklist, if you click on either of the
above mentioned, it will take you to a page where you will generate a word document
and user name and password for the person who is to complete these pages.

R NROTC Math Teacher Evaluation - Microsoft Internet Explorer
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Clicking on the Create user ID and Password button will generate the word document that
you will then print and send to the person who is to do the page 9 or evaluation.
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Reprint user letter or input evaluation

The user name and password can only be created one time, but the word document can be
printed later if you choose by clicking in the reprint letter button. If the person does not
have computer access, you can also print these forms out under the forms tab and send
them a hard copy to fill out and return to you.

If you receive a hard copy, you will still need to generate the user name. After the word
document has been created you will be given the option to enter the Page 9 or evaluation
by clicking on the Input Page 9 or Input Evaluation button. If the page 9 or evaluation is
already complete, you will see the evaluation. These items will be checked off
automatically when the pages are completed online
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View or edit evaluation

If you have entered the page 9 or evaluation after receiving a hardcopy, you will have
edit capabilities on this form later.
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Officer Interviews

The officer interviews are completed by clicking on the words “officer interview”. This
will bring up a blank officer interview form for you to fill out and submit, if it has not
already been done. If it has already been completed, you will see the actual interview.
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A second user account has been created for you, so that the second interview can be
completed by the CO of your district, or whoever you have doing the second interview.
You can manage the password for this account as it becomes necessary by clicking on the
“My account” tab in the header.
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ACT/SAT Scores

Sat scores can be viewed, deleted and verified by clicking on “Sat Scores” in the
checklist

BNRDIC Recruiter Test Scores - Microsoft Internet Explorer
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Scores that have come into the system through Port cannot be deleted and are already
considered verified.
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Applicants Status

You can change the status of an applicant from the applicant’s checklist. If an applicant
is ineligible or decides to withdraw his/her application, changing the status will move the
applicants name from your main page to your inactive page. If an applicant changes their
mind, or suddenly becomes eligible, you can always change them back to an active status
by clicking on the inactive link at the top of the page and clicking on the applicants name
and changing the status back to active.
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Once an applicant has all items in the checklist, you can hit the update button and this
will submit the application package to the district level.
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Forms

You have access to all of the required forms that you will need. These forms can be
printed off as needed. These forms are in PDF Format, you will need Adobe Acrobat
Reader to view them.

3 NROTC Recruiter Forms
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My Account

This is where you will manage your personal information, phone number, email address,
as well as the password for your second interviewer account. This information will need
to be kept current. The email address that you provide is being used to notify you when
applicants have completed their online applications.

ANROTC Recruiter Account - Microsoft Internet Explorer
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Incomplete

Here you will see all applicants assigned to you that have started an application, either
from a port entry or from the applicant starting an application through the website. On
the current year, you will have the same functionality as you do from the home page.
However, you will not be able to forward the application to the district level until the
applicant has completed the online application and done a final submission

A NROTC Recruiter Contact List - Microsoft Internet Explorer
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Under the previous year, you will only be able to view contact information (this will give
you leads on last years applicants that never completed the online application process)
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Complete Applications

This will show you the names of the application packages that you have already
submitted to district and the date that it was submitted for either the current year, or
previous years.

A NROTC Recruiter Contact List - M ft Internet Explorer
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Application Year: [2004 ~]

Displaying 1 Records
Name Date Submitted to District

Cayer, Mark Alan 0710803
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Duplicates

This page is used to alert you of duplicate records in the system. Sometimes, the
applicants put in an incorrect SSN, or sometimes the SSN is put into port incorrectly,
which can generate 2 applications in our system. Most times the SSN is the problem, all
you have to do is get the correct SSN and call me at the number provided on this page

and I will correct any duplicates that you may have in the system.

3 NROTC Marine Recruiter Duplicate List - Microsoft Internet Explorer
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Application Year: [2004 ~]

Note: To resoive duplicates, please contact the NROTC Webmaster at 850-452-1001 x1393  DSN:922

Displaying 0 Records (Duplicates)
There are no duplicate applications.
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Hot Leads

This is a list of the incomplete applications that are currently assigned to you. It gives a
quick reference for name, address, phone number and email address for all of your
applicants that have not completed the online application process. The names that are
followed by Began and a date — are applications where the applicant has actually logged
into the online system and started an application. Port means that the application was
started from a port entry update.

3 NROTC Recruiter Contact List - Microsoft Internet Explorer
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Application Year: [2004 ~]

Donald Nathaniel F - : Began: 071403 | Timothy Cody Bersoux. Began: 07/14/03
£rOOE Foesos o pnaan e ano C

Phoenix, AZ 85018 Scottsdale, TX 85259

Phone: £ o Phone: 4

Emait ¢ .. _ ’ Email: RO

Kyle J. Bolt Began: 0311003 | Aaron Theodore ! . Began: 062103
£ T St. 7 .

Glendale, AZ 85304 Scottsdale, AZ 85258
Phone: € _ ... .. Phone: *~ .
Emaikk = B Email: v

Began: 022303 | Anthony Manuel © Began: 06/2603
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Inactive

This is where all of the applicants whose status you have changed will be located. You
cannot edit the status on prior application years.

3 NROTEC Recruiter Withdrawn List - Microseft Internet Explorer
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Application Year: {2004 +]

Displaying 1to 1 of 1 Applicants
Inactive Applicants
SSN Status Date Comments

Billings, Justin Alexander 226395572  Withdrawn 07-Jul-03  comments

Search by Name

I .
| | Lrl

) Done T P locolinkranet

If for any reason the status needs to be changed back to active status you will need to
come to this page, click on the applicant’s name, and this will bring you into the
applicant’s checklist where you can change to the new status and hit the update button at
the bottom.
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