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2021 - 2022 TSIC
Application Overview 

In this presentation you will find a step-by-step guide to the
Take Stock in Children Application. 

I have provided screenshots on every slide to show each
portion of the application and highlight what they require. 

Every slide will include helpful information and tips for each
section of the application. Along with the tips will be some
common errors that we have seen in previous applications. 

We suggest going over all of the required documents
needed with students so that they will have time to gather
them all BEFORE starting the application. 

If at any point you have questions please do not hesitate to
reach out to us. I will be glad to help you and your students
complete the application in any way I can. 

The application can be opened here. It was also included in
the email this presentation was attached to. It can also be
found on The Foundation's website.

The link should be shared with all students in the 6th or 9th
grade ONLY. This can be done via a school google classroom,
a grade level google classroom, grade level email, or any
means used to communicate with your students. 

The most common issue we have found is; students not fully
answering the questions or not uploading all required
documents into the application. Reviewing with them what is
required will help eliminate these errors.  

Once the application is started the student will be sent a link
to the email used to sign in. That link is the ONLY way they will
be able to open their saved application. Each time they select
"Save For Later" they will receive a new link. The links are
single use and expire once it is used. 

Before you begin 
here are a few quick tips

https://schools.scriptapp.com/#/workflow-submission/1290696544e5346c012a9b402dadd6814d00c29965
https://leeschoolfoundation.org/take-stock-in-children/


A FEW THINGS TO KNOW:A FEW THINGS TO KNOW:
BEFORE STARTING THE APPLICATION HERE ARE A FEW QUICK THINGS TO KNOW

You will find red * throughout the application. Those indicate a required area. Students will not be able to submit their
application if those areas are not filled in. If at any point a student attempts to submit their application with these areas blank
it will prompt them to fill in the answers. 

As you navigate through the application there will be 2 buttons located in the top right hand corner. 
These are how a student can submit their application. If they begin working on the application and 
need to stop for any reason they can click the "Save for Later" button. That will trigger a one time use link to be sent
tho the email that was used to activate the application. Once a student has filled in all of the required information they will
click "Submit" to go to the next step. Throughout the application they will continue to click "Submit" until they reach the final
screen that says "Successful Submission". 

In most cases students do not fully answer the questions. In order to earn the best score possible students should fill in all
blanks they can. We also ask that both the students and parents provide as much informaiton and as many examples as
possible when answering the essay questions. These help our selection panel get to know the student and the battles they
have faced in life. The more detail the better. 

When we receive a submission, it will be reviewed for completeness. If a student is missing any of the required documentation,
or if their answers do not meet the quality standards they will receive an email asking them to correct the issues. The emails
will be sent from SCRIPT and will go to the email they used to open the application. The email will specify the errors that need
to be corrected. The email will also include a one time use link. This is so they may access the completed application that was
submitted making it easier to find and correct the errors listed in the email.  



Step 1: Enter InformationStep 1: Enter InformationStep 1: Enter Information

When you open the application this is the screen you will see. 
All information entered is shared so the student file is easily found and is

accessible. 

Please use an email that is checked regularly, any corrections that are

needed will be sent to the email used to open and access the application.

Double check all information for correct spelling and punctuation. It will be

used to auto-populate throughout the entire application. 

Use the link provided to open and begin the TSIC Application.
The link can be shared any place that information is shared with students.

We will also have the link posted on The Foundation's website to help

make it easily accessible to everyone. 

https://leeschoolfoundation.org/take-stock-in-children/


Step 2: Open the applicationStep 2: Open the applicationStep 2: Open the application

Throughout the application you will notice
a few things: 

The "Save For Later" and "Submit" buttons will

remain in the top right hand corner.

All areas that need an answer will be marked by

a red *.
The application has multiple sections and 3

different screens. This includes two screens that

are used to upload the required documents. 

Now that all contact information has been entered, the application will open.
The information that is entered on the first

screen will continue to auto populate throughout

the form. It will show exactly as it is entered on

the first screen.

When applications are sent to the selection

committee, they are blinded. This means that no

identifying information is shared.

Selection committee members are only given

fully blind and anonymous files. This keeps

scoring even and allows the students and

parents to be comfortable fully sharing their

circumstances.  



Step 3: Student IdentificationStep 3: Student IdentificationStep 3: Student Identification

Things to remember:
The "Save For Later" and "Submit" buttons will

remain in the top right hand corner.

All areas highlighted in blue must be filled in.

If an answer line is gray that means it is for

the office to answer. You will not be able to

type in those blanks. 

The application will not submit if an area with

a red * is missing information.

SECTION A: Student Identification Information
This section will collect all of the student

applicants identification. 

We ask for this information to verify the

student is who they say they are.

Knowing and understanding the circumstances

the student has is crucial for the selection

committee to score the application. 

Please do not leave any answer lines blank. If it

does not apply you may enter "N/A". 



Step 4: Household InformationStep 4: Household InformationStep 4: Household Information

Things to remember:
The "Save For Later" and "Submit" buttons will

remain in the top right hand corner.

All areas highlighted in blue must be filled in.

If an answer line is gray that means it is for

the office to answer. You will not be able to

type in those blanks. 

The application will not submit if an area with

a red * is missing information.

SECTION B: Household Information
This section will collect all of the information on

the members of the family. 

We ask for this information to verify the

information on the tax returns submitted.

It is very important that we know who lives in

the home with the student. That could make

the difference in meeting the income eligibility

requirements or not. 

Please do not leave any answer lines blank. If it

does no appy you may enter "N/A"



Step 5: Family InformationStep 5: Family InformationStep 5: Family Information

Things to remember:
The "Save For Later" and "Submit" buttons will

remain in the top right hand corner.

All areas highlighted in blue must be filled in.

If an answer line is gray that means it is for

the office to answer. You will not be able to

type in those blanks. 

The application will not submit if an area with

a red * is missing information.

SECTION B: Household Information Continued
This section will collect all of the names of

persons who live in the home with the student.

This includes friends or extended family.

It is very important that we know every person

who lives in the home with the family. 

Number of people living in the home is

counted with income eligibility. 

Siblings who are no longer at home should be

listed in the space provided.  



Step 6: Employment InformationStep 6: Employment InformationStep 6: Employment Information

Things to remember:
The "Save For Later" and "Submit" buttons will

remain in the top right hand corner.

All areas highlighted in blue must be filled in.

If an answer line is gray that means it is for

the office to answer. You will not be able to

type in those blanks. 

The application will not submit if an area with

a red * is missing information.

SECTION C: Employment Information
This section will collect the employment

information for parent/guardians. 

We ask for this information to support the

income eligibility documents submitted.

It is important that this section is filled in fully. 

If the parent/guardian is unemployed that is

fine, just make sure it is noted. 

Please do not leave any answer lines blank. 



Step 7: Financial InformationStep 7: Financial InformationStep 7: Financial Information

Things to remember:
The "Save For Later" and "Submit" buttons will

remain in the top right hand corner.

All areas highlighted in blue must be filled in.

If an answer line is gray that means it is for

the office to answer. You will not be able to

type in those blanks. 

The application will not submit if an area with

a red * is missing information.

SECTION D: Financial Information
This section asks for more in depth financial

information. We ask for this information to help

identify other areas that could be a program

qualifier.

It is important that this section is filled in fully. 

These answers will also help the selection

committee better understand the family

circumstances. 

Please do not leave any answer lines blank. 



Step 8: Student AnswersStep 8: Student AnswersStep 8: Student Answers

Things to remember:
The "Save For Later" and "Submit" buttons will
remain in the top right hand corner.
Write in full sentences. Spelling and grammar
are taken into account during scoring. 
All information is blinded so the selection panel
will not know any identifying information. For
this reason we strongly suggest sharing as
many details in the answer as possible. 
The application will not submit if an area with a
red * is missing information.

SECTION E: Student Essay Questions 
This section is where the selection committee
gets to know each applicant. Please take your
time when answering these questions. 
All answers should be written in complete
sentences. No bullet points.
The answers to the essay questions are the
largest part of the application given to the
selection committee. 
These are meant to allow them to fully know
and understand who the student is both in
school and out of school. While also showing
all aspects of the students life. 



Step 9: Parent AnswersStep 9: Parent AnswersStep 9: Parent Answers

Things to remember:
The "Save For Later" and "Submit" buttons will
remain in the top right hand corner.
Write in full sentences. Spelling and grammar
are taken into account during scoring. 
All information is blinded so the selection panel
will not know any identifying information. For
this reason we strongly suggest sharing as
many details in the answer as possible. 
Please do not leave any answer blank. 
The application will not submit if an area with a
red * is missing information.

SECTION F: Parent/Guardian Essay Questions 
This section is where the selection committee
gets to know each applicant. Please take your
time when answering these questions. 
We ask that all answers be complete sentences.
No bullet points. . 
The answers to the essay questions are the
largest part of the application given to the
selection committee. This is meant to allow
them to fully understand all aspects of home
life. 
Please provide details on all circumstances,
both past and present, in these answers. 



Step 10: Factor ChecklistStep 10: Factor ChecklistStep 10: Factor Checklist

Things to remember:

SECTION G: Factor Checklist
This section is meant as an easy way to help
define any additional factors that should be
considered. 
Please take your time and select every factor
that applies. 
This check list is given to the selection
committee to help them identify any additional
factors that would impact the students score. 
Selecting every factor that the family has is
crucial to helping create a full picture of the
student and their family for the selection
committee. 

The "Save For Later" and "Submit" buttons will

remain in the top right hand corner.

All areas highlighted in blue must be filled in.

If an answer line is gray that means it is for the

office to answer. You will not be able to type

in those blanks. 

The application will not submit if an area with

a red * is missing information.



Step 11: Final SignaturesStep 11: Final SignaturesStep 11: Final Signatures

Things to remember:

Final Signatures:
Once all other areas of the application are

completed a final signature is required. 

This is so that we can verify that both the

student and the parent/guardians have

reviewed and certify all the answers given are

correct and true. 

SCRIPT allows for those signatures to be done

via e-signature so they are secure. 

In order to move to the next screen you must

hit the "Submit" button. It will open the

document upload screen. 

The "Save For Later" and "Submit" buttons will

remain in the top right hand corner.

All areas highlighted in blue must be filled in.

If an answer line is gray that means it is for the

office to answer. You will not be able to type

in those blanks. 

The application will not submit if an area with

a red * is missing information.



Step 12: Document Upload 1Step 12: Document Upload 1Step 12: Document Upload 1

Things to remember:

Document Uploads Part 1:
There are 2 different document upload pages.

They are both clearly labeled with what

documents to upload. 

This screen is for 2020 TAX RETURNS

DOCUMENTS. 

We need all pages of the tax return to verify

different income eligibility criteria. 

We require a TAX RETURN NOT A W2. 

We recommend that you verify the documents

you are uploading. The system can not

decipher between documents that are

uploaded. 

In order to move to the next screen you will

have to hit the "Submit" button. 

You must hit the "Submit" button to move to

the next screen. 

The application will not be considered

complete WITHOUT all required documents

uploaded. 



Step 13: Document Upload 2Step 13: Document Upload 2Step 13: Document Upload 2

Things to remember:

Document Uploads Part 2:
There are 2 different document upload pages.
They are both clearly labeled with what
documents to upload. 
This screen is for all other required documents.
You should be uploading; 2 letters of
recommendation from school staff (teachers,
coaches, ETC.), the final report card from the
2020-2021 school year, and a letter of
qualification for the free/reduced lunch
program (or other state assistance programs).
We recommend that you verify the documents
you are uploading. The system can not
decipher between documents that are
uploaded. 
This is the final step in the application. Once
you hit "Submit" it will turn the application into
the TSIC staff to verify completeness. 

When you "Submit" after this step you
application will be sent to the TSIC team. 
The application will not be considered
complete WITHOUT all required documents
uploaded. 



Submission Complete!Submission Complete!Submission Complete!    
Application Submission Complete! 

If you do not see this screen after hitting

"Submit" then the application has not properly

submitted to the TSIC staff. 

Once the application submission is complete it

can not be accessed again.

When the application is submitted it alerts the

TSIC staff. We will review the application for

completeness. 

If any errors or documents are missing an

email will be sent via SCRIPT to the email used

to complete the application. The email will list

all changes that need to be addressed.

If there are no issues the application will be

approved and sent to the selection committee. 
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