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1. Register in the Web 

Portal 
• Go to 

https://cfga.spectrumportal.net/ 

Or go to CFCGA.org click Log In and 

it will take you directly to the Web 

Portal  

 

• On the Web Portal Log In page, 

select Register 

 

• The “Create Profile” page will load.  

Enter all of the Account Information 

(all fields are required). 

 

• Accept the terms & conditions.  

 

• Under Portal Access, Select 

“Scholarship Applicant” only. 

 

• Enter all Personal 

Information  

 

• Once all information has been 

entered please select the 

Register 

 

 

 

 

 

 

 

 

 

 

 

https://cfga.spectrumportal.net/
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• Once you have successfully registered on the CFCG Web Portal you will see the landing page below.   

 

 

 

 

 

• Place your cursor over SCHOLARSHIP 

APPLICANT 

• Under the drop down menu select Home  

• Under “Available Applications” select the 

scholarship Application you would like to 

complete.  

o To see the complete list of scholarships available, select “More…” 
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2. Complete the Master 

Application  
 

 

• Select All Undergraduate Scholarship 

Applications  

 

• There are 6 tabs on the Master Application.  

1. Applicant 

2. Family & Parent 

3. High School  

4. Post-Secondary 

5. Personal Statements 

6. Attachments 

7. Terms & Conditions  
Please see the appendix to preview a copy 

of the Master Scholarship Application.  

 

• Feel free to use the Next button at 

the bottom of the page or simply click 

on the tab you desire to complete.  

 

• It is strongly recommended that the 

application is saved frequently.  Best 

practice is to save every 15 minutes 

or after a tab is completed.   

o The application can be saved by selecting Save at the top of the page or  

o by selecting Save at the bottom of the page.  

 

 

• After all 7 tabs of the Master 

Application are complete. Click the 

“Select Scholarships,” button 

  

It is very important that all of 7 tabs are 

complete before clicking “Select Scholarships,” once the applicant clicks the “Select Scholarships,” button the 7 tabs on 

the Master Scholarship will be locked and applicants will not be able to edit any information.  
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3. Select the Scholarships  
 

 

 

• On the Matching Scholarship Funds page, 

select all of the scholarship you would like 

to apply for.   

 

 

• Click the “Continue ” button below. 

 

 

 

• When the Fund Matching box appears, 

please read the notification and select 

“Continue” 

 

 

 

 

 

 

 

 

 

• The application Submitted page will 

show a list of the scholarship funds you 

selected.  Next to each fund the status 

should say “More Information 

Required.”  
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4. Complete the Scholarship Addendums  
 

• Go to the Scholarship Applicant menu. 

 

• Select My Saved Applications  

 

• A list of the selected scholarships from the Match 

Scholarship Funds page will appear.  To complete 

the Scholarship Addendum, click the blue Master 

Scholarship Application hyperlink.   

 

 

• The selected Scholarship Addendum will 

appear as an additional tab on your Master 

Scholarship application.   

 

 

• Please provide all requested information.  

 

 

• Once the addendum is complete, please 

check the box 

 

• and click Submit.  

 

 

• Repeat these steps for all other scholarships 

selected from the Match Scholarship Funds 

page.   

 

 

NOTE: When the Scholarship Addendum has been 

successfully submitted, the status on My Saved 

Applications will change from CREATED to 

PROCESSED.  
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5. Check the status of your Recommendations  

Since you have done such an awesome job on your Master Application & Addendums, it is important that your teacher 

recommendation is submitted to make everything complete. 

We can only accept recommendations through our WebPortal, and below you will find instructions on how to:  

A. check the status of your recommendation,  

B. remind your recommender and  

C. change the email address of your recommender.  

 
A. Check the status of your recommendation  

• Place your cursor on the SCHOLARSHIP APPLICANT and a drop down menu will appear,  

• On the drop down menu select References.  

• Under the Status column it will say COMPLETED or NEW:  
o COMPLETED means your recommendation was submitted.  
o NEW means your recommendation has NOT been submitted. 

 

B. Remind your recommender  

If the status of your reccomendation is NEW you are able to send a reminder email to your recommender  

• Click the “Send Email” button to send a reminder email to your recommender  

  

C. Change the email address of your recommender 

If the status of your reccomendation is NEW you are able to update the email address  

• Place your cursor in the editable email address box and make necessary changes.  

• Click the “Send Email” button to send an email to the new address.  

NOTE: You can change your recommender completely if you wish, however the name on the request can not be 

changed.  
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APPENDIX 
 

• Frequently Asked Questions 

• Sample of Master Scholarship Application 
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Frequently Asked Questions  

How do I access the Online Application? 
To access our scholarship application, you will be required to register by creating a User Name and Password 
for our WebPortal.  
 
What if I have lost or forgotten my User Name and Password? 

• If you have lost or forgotten your Password, go to the Webportal and select “Email my password hint” 
or “Reset Password.” 

• If you have lost or forgotten your User Name, please contact the Foundation office at (478) 750-9338. 
Please do not attempt to create another User Name and Password.  

 
What are the deadlines for the scholarships? 
March 15th at 12 noon is the deadline for all of our scholarships.  
 
Can I apply for more than one scholarship? 
Yes. You can apply for all of the scholarships that you meet the requirements for. As you complete the 
application you will have the opportunity to indicate which scholarships you would like to apply for, at that 
point you may select one or more scholarships for which you qualify. Once you have selected the scholarships,  
you will need to complete supplemental questions that relate specifically to that scholarship. Some 
scholarships have additional attachments that must be completed. 
 
Do I have to meet all eligibility requirements to qualify for a scholarship? 
Yes, you have to meet all eligibility requirements or criteria for each scholarship you wish to apply for. 
 
What if I am not sure what school I will college/university I will attend next academic year? 
If you do not know what school you will be attending at the time of submission, please indicate the schools 
from which you are considering on the “Post-Secondary” tab on the scholarship application.  You have the 
option to provide your 1st, 2nd and 3rd choice.  When listing the college/university please select the statement 
that best describes your statues with each school.  
 
Are there additional attachments that go along with specific scholarship funds? 
Yes, most scholarships request a resume, unofficial transcript and FAFSA Student Aid Report.  However some 
scholarships may have other requests that are specific to their fund and they will need to be completed prior 
to submission. 
 
Can I mail you my letter of recommendation or another required supporting document? 
No, please attach ALL documents to the online application.  If you have made a mistake and submitted your 
application without an attachment please contact the Foundation Office at (478) 750-9338 for help.  
If you mail/fax or email a paper document during the application process it will be treated as if it was not 
received.  
 
If I upload my transcript to the website it is no longer an official transcript, is that okay? 
Yes, because we request unofficial transcripts that can be downloaded from your student portal.  
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What do I do if I cannot get the FAFSA form completed by the deadline date? 
It is very important that you submit the FAFSA and obtain your Student Aid Report by the scholarship 
deadline.  If you are experiencing technical difficulties with FAFSA, please contact them as soon as possible.   
 
If I am selected to receive a scholarship, how do I receive my payment? 
If you are selected as a scholarship recipient, your will be required to submit some of your college information.  
With that information we send all scholarship payments are mailed directly to the college on your behalf. To 
maintain the scholarship eligibility all CFCG scholars are required to submit an unofficial copy of their 
transcript every semester.  If eligibility is maintained, the scholarship payment will be mailed every semester 
during the allotted award period.   
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Sample of Master Scholarship Application 
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