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Introduction to User Persona: Participant 
Participants include users who receive an Idaho LAUNCH offer. Through the Idaho LAUNCH 

Grants Management Solution, participants can accept their final offer and manage their award 

through to closeout. 

 

Login 
 

Visit: Home - Participant Site 

 

Select I am a Participant and enter your login credentials (provided via email). 

  
Figure 1: Login Prompt 

 

Home 
After signing in, participants land on their Home Page. Here you can: 

• View assigned tasks 

https://wdc.appiancloud.us/suite/sites/participant-site
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• See key award and closeout information 

• Apply for an Extension (after all tasks have been completed and approved) 

  
Figure 2: Home Page 

Apply for an Extension: Select the option and upload the required documents. Choose the 

appropriate type and securely upload your file. 

• This cannot be completed until all tasks have been completed and approved. 

 

Participant Information 
Navigate to the Participant Information tab to view and manage: 

• Identity 

• Contact Information 

• Residence 

• Demographics (if disclosed) 

• Parent/Guardian details (for participants under 18) 
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Figure 3: Participant Info 

Use the Edit action in the upper right corner to make updates. 

 

LAUNCH Application 
View your original application details submitted through Scholarship Idaho, Grants Management 

Apply Link. 

You will see: 

• Program and Provider grouped 

• High School Academic Information (if you are part of the Student LAUNCH program) 
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Figure 4: LAUNCH App 

 

Programs & Institutions 
View the history of programs and institutions attended using LAUNCH Grant funds. 

• Most participants will see one program; some may see more. 

• Click Edit Program(s) and Funds (if available) to modify program selections and fund 

allocation. 

• You may also update your intended career field here. 

 
Figure 5: Programs & Institutions 
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Participants who have completed their intake tasks and are awarded can edit their programs 

and allocated funds by selecting Edit Program(s) and Funds. 

 

 
Figure 6: Edit Program(s) Button 

They will also be able to modify their intended career.  

Figure 7: Edit Program – Confirm Academic Information 

After clicking Edit Program(s), participants are prompted to first verify their enrollment details 

before making any updates to their selected program(s). Participants must enter both an 

enrollment start and end date, as well as provide Proof of Enrollment. 

The Enrollment Start Date is either the actual start date or, if the program has not yet begun, the 

anticipated start date. Similarly, the Enrollment End Date refers to either the actual end date or 

the projected end date if the program is still in progress. 

Proof of Enrollment must also be uploaded and can include a class schedule, an enrollment 

agreement or contract, or a waitlist letter. Once enrollment is verified, participants may proceed 

to adjust their program selection(s) and allocate funds accordingly. 
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Figure 8: Edit Programs View 

 

In addition to confirming dates, participants are asked to allocate their award funds across the 

selected programs. Idaho LAUNCH covers up to 80% of the cost of a program, with a maximum 

total benefit of $8,000. If a participant selects more than one program, they will need to 

manually divide the funds between them. It is important to allocate funds carefully and ensure 

that all information is accurate before submission. 

 

 

Documents 
View and manage documentation related to your application and award. 

• All documents are listed in a grid 

• Click + Add Supporting Documentation to upload new documents 

• Uploaded files appear in the grid 
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Figure 9: Documents 

Users can view all documentation supporting their application and award process. Users can 

add additional documentation by clicking on the ‘+ Add Supporting Documentation’ button in 

the upper right.  

It’s important to note that documents uploaded in this section are considered general supporting 

documentation and are not tied to specific tasks. If you are completing a task that requires 

documentation (such as confirming eligibility or verifying graduation), you must upload the 

required files within the task itself and then submit the task to ensure your information is 

reviewed. Uploading documents here alone will not complete or satisfy task requirements. 

 
Figure 10: Add Supporting Documentation 
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Users can view all documentation supporting their application by clicking on any of the items in 

their document grid. The documents will be added to the grid on the ‘Documents’ site tab.  

 

Payments 
On the Payments tab, you can: 

• View all provider-submitted payments 

• See your total grant balance 

• Use filters to search by provider, program, or payment number 

• Export data to Excel if needed 

Figure 11: Payments tab  

 

Support 
Visit the Support tab to access: 

• Frequently Asked Questions (FAQs) 

• Helpful resources 

• Program contact information 
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Figure 12: Support 

 

Student Participant Intake Tasks 
Once logged in, your Home Page displays a list of tasks. 

• Confirm Eligibility 

• Add Demographic Information 

• Graduation Verification (appears after completing eligibility confirmation) 

Confirm Eligibility 

 

Figure 13: Confirm Eligibility 



11 
 

Participants will begin to confirm eligibility by clicking on the task action CONFIRM 

ELIGIBILITY. 

 

Figure 14: Confirm Eligibility - Accept 

Participants will be prompted to accept or decline their award. If they choose to reject their 

award, they will have to manually type in “I decline my award” and then click “Decline”. The task 

will be complete, and their award will be closed out.   

If they choose to accept their award, they will go through a form to review and correct 

information that affects their eligibility. Participants will have to review their identity, residency, 

career pathway (this may not apply to everyone), and program. If participants want to complete 

this task later, they may click “Cancel” at any point during the task. However, their progress will 

not be saved.  
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Identity 

 

Figure 15: Confirm Eligibility - Identity 

 

Participants will review information about their identity. If they wish to make edits, they can click 

on “Enable Edits” to make corrections. A pop-up will appear to confirm that they want to enable 

edits. Note that this will enable edits for ALL sections.   

In addition to reviewing information about their identity, participants will also be required to 

upload a form of identification and verify it. Regardless of verification result, the confirm eligibility 

form along with any uploaded documents will be sent to a technical records specialist for 

review.  
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Residency 

 

Figure 16: Confirm Eligibility - Residency 

 

Participants will review information about their residency. If they wish to make edits, they can 

click on “Enable Edits” to make corrections. A pop-up will appear to confirm that they want to 

enable edits. Note that this will enable edits for ALL sections.  

If your ID does not serve as proof of residency, participants will also be required to upload a 

form of identification and verify it. Regardless of verification result, the confirm eligibility form 

along with any uploaded documents will be sent to a technical records specialist for review.  
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Career Pathway 

 

Figure 17: Confirm Eligibility – Career Pathway 

 

Participants must verify their Career Pathway has been confirmed on Scholarship Idaho. If it 

fails to verify, participants will be required to upload documentation to prove their graduation. 

This will be sent to a technical records specialist for review. Note that not every participant will 

be required to review their Career Pathway; this is dependent on their high school.  
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Programs 

 

Figure 18: Confirm Eligibility – Programs 

 

 

Participants will review the program they are enrolled in. If they wish to make edits, they can 

click on “Enable Edits” to make corrections. A pop-up will appear to confirm that they want to 

enable edits. Note that this will enable edits for ALL sections.   

Participants will be allowed to select multiple programs. If they select multiple programs, they 

will have to indicate how much of their award funds they would like to apply to each selected 

program. Idaho LAUNCH only supports 80% of a program’s cost, with an allocated total of 

$8,000.  
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Review and Submit 

 

Figure 19: Confirm Eligibility – Review and Submit 

Participants will be able to see their progress and navigate back to previous sections to make 

corrections. 

 

Figure 20: Confirm Eligibility – Missing Docs 
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All sections must be completed in full before submitting. If any required fields are missing, an 

error message will appear highlighting the incomplete areas. Participants will not be able to 

proceed to the agreement stage until all listed items at the bottom of the form are addressed.  

Agreement 

 

Figure 21: Confirm Eligibility – Agreement 

Participants will now be taken to the Agreement screen 

 

Figure 22: Confirm Eligibility – Sign and Confirm 
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You will then type in your name to add your signature. This serves as your electronic signature, 

carrying the same legal effect as a handwritten signature. Click Sign and Confirm to complete 

the task. 

Confirm Graduation – This should not be completed until after 
Graduation 
 

After completing the eligibility confirmation process, participants are required to verify 

graduation details through the Graduation Verification task on their home page. Please wait 

until you have documents to prove your graduation to complete this task. Note that this might be 

months after you have completed your initial Confirm Eligibility task. 

Figure 23: Graduation Verification  

 

From the Home page, scroll to the Actionable Tasks grid. Locate the task labeled Graduation 

Verification, then click the Graduation Verification button to begin.  

 

Figure 24: Graduation Verification Task 

  

Fill out the required fields in the Academic Information section, including relevant graduation 

details.  

• On the second box “Current School Status” please ensure you choose “Graduated” this 

will allow the student to input their Graduation Date. 
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Once complete, click Submit to finish the process.  

The system will return the participants to the Home page. The Graduation Verification task will 

now be removed from the actionable task list.  

Add Demographic Information 
You may be asked to complete a separate task to provide your demographic data. This is not 

reviewed but helps improve program insights. 

Student LAUNCH participants have the option to add demographic information. This includes 

gender, races, ethnicity, tribal affiliation and familial status. 

 

Figure 25: Demographic Information Task Grid 

From the Home page, scroll to the Actionable Tasks grid. Locate the task labeled Add 

Demographic Information, then click the Add Demographic Information button to begin.  
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Figure 26: Demographic Information Task  
 

Fill out the required fields. Once complete, click Submit to finish the process.  

The system will return the participants to the Home page. The Add Demographic Information 

task will now be removed from the actionable task list.  

 

 

Correction Tasks 
If your submitted information needs adjustments, a Technical Records Specialist may assign a 

correction task. You may be required to fix: 

• Identity 

• Residency 

• High School Academic Info 

• Career Pathway 

 

Figure 27: Correction Tasks 

Each correction task will appear on your Home Page under actionable tasks. 

Identity 
If there is an issue with your identification, you will be assigned a Correct & Review Identity 

task. 
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Figure 28: Identity Correction Task 

 

You will see Task Information at the top of the screen which includes details on why your 

Identification was sent back, and what is required to correct it. After making the necessary 

corrections, you can submit the updated version 

Residency 
If there is an issue with your identification, you will be assigned a Correct & Review Address 

Information task. 
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Figure 29: Identity Correction Task 

 

You will see Task Information at the top of the screen which includes details on why your 

residency was sent back, and what is required to correct it. After making the necessary 

corrections, you can submit the updated version 

High School Academic Info 
If there is an issue with your graduation verification, you will be assigned a Correct & Review 

High School Academic Information task. 
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Figure 30: High School Academic Information Correction Task 

You will see Task Information at the top of the screen which includes details on why your high 

school academic information was sent back, and what is required to correct it. After making the 

necessary corrections, you can submit the updated version. 

Career Pathway 
If there is an issue with your career pathway, you will be assigned a Correct & Review Career 

Pathway task. 

 

 

Figure 31: Correct Career Pathway Task 

You will see Task Information at the top of the screen which includes details on why your 

career pathway was sent back, and what is required to correct it. After making the necessary 

corrections, you can submit the updated version. 

 

 

 

 

End of Guide 

 


