Short-Term Education Program for Underrepresented Persons (STEP-UP)
National Institute of Diabetes and Digestive and Kidney Diseases

National Institutes of Health
U.S. Department of Health and Human Services

APPLICATION DIRECTIONS

Please read the following application directions before submitting an application for admission
consideration into STEP-UP. You will be able to make any necessary adjustments until the application
deadline. The STEP-UP Application is web-based and not available in paper form. Please click on the
following link to access the web-based STEP-UP Application:
https://stepup.niddk.nih.gov/ApplyOnline.aspx.

COMPLETING THE APPLICATION
STEP 1: REGISTER FOR AN ACCOUNT

Before you can begin an application, you must register for an on-line account. You must create a
username and enter a valid email address in order to register for an account. Once you complete all of
the required information, a confirmation email is immediately sent to the email address that you used to
register your account. If you enter an invalid email address, you will not receive a confirmation email
and will be required to re-register for an account.
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Important:
If you do not receive a confirmation email upon submitting your registration request, you have
entered an incorrect email address and must re-register with a valid email address.

i~ Your Name
Salutation Mr. ﬂ

First Name | |

Middle MName | |

Last Mame | |

~ User ID and Email

User ID: |E1‘—'I IPLE: JOHMNDOE |(th\s is permanent)

Erniail Address: |e"'_z must be valid |D

-~ Captcha Verification

- Get Audin Code 7

Type the code from the image

— 1 Register ﬂ

STEP 2: LOGIN TO YOUR ACCOUNT

Once you register, an email containing a temporary password will be sent to the email address that you
used to register your account. If you did not receive a temporary password (See Step 1) you registered
with an invalid email address and must re-register with a valid email address. Once you receive the
temporary password, copy the temporary password provided in the email and click on the link to access
the STEP-UP Online Web Portal. Enter your Login ID and temporary password and click “Log In.”
Once you are logged in, you will be prompted to change your temporary password to a permanent
password. After you enter a permanent password, you will be prompted to complete your user “Profile.”
Please keep your username and password in a safe place. Your username is permanent and you will not
be able to change it. If you forget your password, you can reset it via the online system.

The Short-Term Education Program for Underrepresented Persons

} Welcome to STEP-UP Nazaria N[DDK STEP-UP

Home Programs Apply Now

Change Password

You have successfully updated your password.
Please complete your Profile now.

Email on Record  del seal@comcast.net

Current Password ‘

New Passwaord | ‘

Confirm Password | ‘

Password should be a combination of alphabets, numerics and special characters and at least 4 characters.
You must meet the minimurm complexity requirement.
For example, you cannot use your login id in the password.

.
.
.
+ Also, you cannot use the word password as password.
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STEP 3: COMPLETE YOUR PROFILE

Click on “My Account” under the “Home” tab and click under “Update Profile Information” to
complete your user profile. The information requested in this section is used to establish methods for
contacting you throughout the application and admission process. Please make sure all information

submitted is correct, especially email and phone numbers. If this information changes at anytime, please

update accordingly. After you have finished entering the requested information, click “Save My
Profile.”

STEP-UP Student Portal
Mr. Nazaria Smith (NANDT) & NIDDK STEP-UP

The Short-Term Education Program for Underrepresented Persons

{0 Home | (# ApplyNow & Logout ‘

] | 4 My Account P‘|;,(-: Update Profile Information

STEP-UP | © High school

© undergraduate . L
The Short-Ten rrepresented Persons (STEP-UP) is a federally funded program managed and supported by the Office of Minority Health

-+ Change Password

Research Coorf @ Contacts inal Institute of Diabetes and Digestive and Kidney Diseases (NIDDK) of the National Institutes of Health. The overall
goal of NIDDK @ raos am (STEP-UP) is to build and sustain a biomedical, behavioral, dinical and sodial science research pipeline focused on
NIDDK missiof ' interested in increasing the participation of students from backgrounds underrepresented in biomedical research on a
national basis,| @ About STEP-UP dvantaged backgrounds, individuals from underrepresented racial and ethnic groups, and individuals with disabilities.

To accomplish this goal, the STEP-UP provides research education grants to seven institutions to coordinate three High School STEP-UPs and four Undergraduate
STEP-UPs that provides eligible students with ten to twelve weeks of summer research experience and training opportunities. The program culminates with an all =
expense paid trip to the Annual STEP-UP Sdentific Research Symposium in August.

View My Applications for STEP-UP or Apply

STEP 4: COMPLETE YOUR APPLICATION

Once you have saved your member profile, Click on the “Apply Now” tab and click on the respective
application (undergraduate or high school). Fill out each component of your application. Please
remember to periodically “Save” your application. If you are unable to complete the information
required, you can revisit your application at a later date.

STEP-UP Student Portal
Mr. Nazaria Smith (NANDI) & NIDDK STEP-UP

The Short-Term Education Program for Underrepresented Persons

() Home | (# ApplyNow | ] Logout ‘

3'-‘ My Applications

STEP-UP Descripti | & New High School Application

+ New Undergraduate Application
The Short-Term Education | . . P) is a federally funded program managed and supported by the Office of Minority Health
Research Coordination (OMHRC) in the National Institute of Diabetes and Digestive and Kidney Diseases (NIDDK) of the National Institutes of Health. The overall
goal of NIDDK's Short Term Education Program (STEP-UP) is to build and sustain a biomedical, behavioral, dinical and social science research pipeline focused on
NIDDK mission areas. STEP-UP is particularly interested in increasing the participation of students from backgrounds underrepresented in biomedical research on a
national basis, induding individuals from disadvantaged backgrounds, individuals from underrepresented racial and ethnic groups, and individuals with disabilities.

To accomplish this goal, the STEP-UP provides research education grants to seven institutions to coordinate three High School STEP-UPs and four Undergraduate
STEP-UPs that provides eligible students with ten to twelve weeks of summer research experience and training opportunities. The program culminates with an all
expense paid trip to the Annual STEP-UP Sdentific Research Symposium in August.

View My Applications for STEP-UP or Apply
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APPLICATION COMPONENTS

The STEP-UP Application collects information pertaining to the following: contact information;
eligibility information; academic profile; references; resume and/or extracurricular activities, awards and
honors, experiences and activities; and personal statement. Please make sure you save your application
periodically to prevent the loss of information.

CONTACT INFORMATION/MEMBER PROFILE

Your contact information is used to establish methods for contacting you throughout the application
process. This information entered into the Member Profile Section (See Step 3). Please make sure all
information submitted is correct.

ELIGIBILITY

Undergraduate Application #(new) [E  saveDraft £ Submit Application

@ Please complete all relevant information in the tab sections below.

|. Eligibility Academic \:.__ Personal Statement \:._. Resume \:._. Recommendations \:._. Other
Eligibifity Criteria
Select Your Citizenship Status |— Select One — M
I attest that I am eligible for the program based on the following eligibility criteria: Disadvantaged Background Q

IUnderrepresented Racial or Ethnic Minority 2
Disability
All Students selected for the STEP-UP are required to have their own health insurance.

Wil you have health insurance at the time you participate in the program? | Select v

The information requested in this section is used to determine your eligibility for STEP-UP. Please make
sure that you answer all of the questions.

Applicants for admission to STEP-UP must meet the following basic requirements (at the time of
application):

e BeaU.S. Citizen, non-citizen national or legal permanent resident.

¢ Undergraduate applicants must be currently enrolled as a full-time undergraduate student at a
U.S. accredited 2-year or 4-year college or university.

e High school applicants must currently be in their junior or senior year of high school.
Have a minimum overall 3.0 GPA (on a 4.0 scale), although exceptions may be granted.
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e Have personal medical/health insurance coverage throughout the duration of the program.
**Exceptions will be made for students residing in U.S. territories.

Applicants must also meet one or more of the following criteria:

o Come from racial and ethnic groups that have been shown by the National Science Foundation to

be underrepresented in biomedical sciences on a national basis.

o Come from a disadvantaged background as defined by annual family income and/or be the first

generation in their families to graduate from a four-year college or university.
o Diagnosed with a disability that substantially limits one or more major life activities.

ACADEMIC INFORMATION

This section collects information about your educational history. Submit information about each high

school (high school applicants only) or university (undergraduate applicants only) that you have

attended, even if you did not graduate from that institution. Enter education information in chronological

order with the most recent enrollment first. You will be able to add as many records as needed to
accurately represent your educational history. Once you have entered all of the required information,
click “Add this Institution”. Once you have added all of your institutions, click “Save Draft”.

© Please complete all relevant information in the tab sections below.

| Eligibility Academic Personal Statement | Resume | Recommendations ' Other
Academic Information
An official transcript is required and should be sent from your school to the address at the end of the application. Folfowing information about your current
school is reguired.
Edit Transcript School/College Address Grade GPA Scale Delete

There are no acadermic nstitutions on your appication yet.

Institution Name
Address Line 1

Address Line 2

City
State Select State T
Zip Code
Grade
Your Grade  Select v Your Cumulative GPA Grading Scale Used

Add this Institution Cancel

+ Add A School/Colege

Transcripts—Your official transcript (signed and sealed) for each high school (high school applicants

only) or university (undergraduate applicants only) attended must be received by postmarked by
February 1, 2013.
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Mail transcripts to the following address:

High School STEP-UP Undergraduate STEP-UP
6707 Democracy Blvd 6707 Democracy Blvd
Room 904 Room 904

Bethesda, Maryland 20892 Bethesda, Maryland 20892

Unofficial transcripts can be uploaded via the online application center.

Undergraduate Application #21324 [ saveDraft £, Submit Application

© Please complete all relevant information in the tab sections below.

| Eligibility | Academic Personal Statement | Resume | Recommendations | Other
Academic Information
An official franscript is required and should be sent from your school to the address at the end of the application. Following information about your current
school Is required.
Edic Transcript = School/Colege Address Grade GPA  Scale | Delete
s & Howard University 5362 Howard Lane, Washington, DC 20005 Sophormore 4.0 4.0 X

+ Add A School/Colege

Attach the transcript for Howard University

Select [5] Upload Transcript | € Cancel Upload

PERSONAL STATEMENT
In this section you should write a personal statement of 600 words or less describing:
e How aresearch experience through STEP-UP will positively influence your career development.
e Your short and/or long-term academic and career goals
e The various events or experiences that have helped shape your desire to learn more about
biomedical, clinical, social or behavioral research.

The personal statement cannot be more than 600 words. If the word limitation is exceeded, the system
will prompt you to reduce your text. It is highly recommended that you have someone proofread and edit
your personal statement before it is submitted online. Once you have entered all of the required
information, “Save” your application.

RESUME (undergraduate applicants only)

In this section you must copy and paste your resume. There is no particular format for the resume,
however, at a minimum; the resume must contain a heading with contact information, objective,
education, employment history (paid and voluntary), skills and honors/awards. Once you have entered
all of the required information, “Save” your application.

EMPLOYMENT & VOLUNTEER EXPERIENCE (high school applicants only)
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In this section, describe any paid or voluntary positions that you were involved in during the school year
or summer. Describe your specific role and responsibilities for each activity listed. Once you have
entered all of the required information, “Save” your application.

HONORS & AWARDS (high school applicants only)

In this section, list special recognitions, scholastic awards and honors and any scholarships you have
received. Include a brief description about the award to help us understand the award, scholarship, or
recognition. Once you have entered all of the required information, “Save” your application.

EXTRA-CURRICULAR ACTIVITIES (high school applicants only)

In this section, describe extracurricular activities in which you have participated in the past or are
participating currently. Describe the specific role you played in the activity. Once you have entered all
of the required information, “Save” your application.

RECOMMENDATIONS

Two letters of recommendation from different individuals are needed to complete the STEP-UP
application. Choose references that are familiar with your work ethic, education training and prior
research experience, if applicable. If you have previously participated in STEP-UP, one of your letters of
recommendation must come from your most recent research mentor. Enter all of the requested
information for your references and click “Add This Person as a Reference.” Once you have inserted
contact information for two recommenders, click “Save.”

Recommendations

Edit Recommended By Address | Work Phone Delete

Salutation Mr. v First Name Middle Name Last Name
Street Line 1
Street Line 2

Cry
State Select State v

Zip
Ermail J

Waork Phone Fax

Add this Person as a Reference Cancel

+ Add A Reference
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You must click |—E'| to send a request to your reference; otherwise, a request will not be sent until you

submit your application. It is highly recommended that you click L4l tosenda request to your reference
after you enter the contact information for your reference. The email message to your reference contains
directions about completing the evaluation form and submitting a recommendation letter electronically.
Periodically check to see if your letter of recommendation has been received. If a recommendation
request needs to be resent, login to your application and click 4 next to the name of your reference.
Hard copies of recommendation letters will not be processed.

Recommendations

Edit Recommended By Address Waork Phone Delete
P Mr. John Doe L4 125 Highway, Takoma Park, ME 23454 111-111-1111 A
./’ Ms. Jane Doe IE 125 Highway, Bethesda , ME 12345 111-111-1111 A

+ Add A Reference

OTHER INFORMATION

This section of the application is available for you to provide information about previous research
experiences; how you learned about the program; and your preference for a coordinating center. Please
note that you are not required to conduct your research at the coordinating center. The coordinating
centers only assist you in programmatic and administrative concerns such as locating you a research
mentor, organizing required trainings, and issuing stipend payments. You do not have to indicate your
preference if you have no preference.

STEP 5: SUBMIT YOUR APPLICATION

Once you have entered all of the required information, “Save” your application and click “Submit.” You
cannot submit your application without saving it or completing your Member Profile (See Step 3).
Additionally, the system will prompt you if any additional information is missing from the application.
Once the system verifies that all information is complete, you must agree to the terms and conditions of
the program in order to submit the application.
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} Welcome to STEP-UP Nazaria NIDDK STEP-UP J

The Short-Term Education Program for Underrepresented Persons

[home e Submit Appication x

Undergraduate Applicatic

W 1 declare that the information in this application is accurate to the best of my
Messages knowledge. I agree that wilful submission of wrong information will lead to my =% Submit Application
disqualification from this program.

You can write a short message (1

7 Spell Check 4 - & - & Submit Application

Below are your old communicatio

Mo records to display.

STEP 6: CHECK THE STATUS OF YOUR APPLICATION

Once you have submitted your application. You will be notified via email if you need to submit
additional information or if the status of your application changes.

The status of your application will read one of the following:

DRAFT-The application is still being worked on and has not been submitted.
SUBMITTED-The application has been submitted for review.

COMPLETE-AIl required application materials have been received (e.g. online application, letters of
recommendation and transcript).

INCOMPLETE-The application is missing one or more required materials (e.g. letters of
recommendation, transcript or other important information)

INELIGIBLE-The applicant does not meet the minimum qualifications.

SELECTED-The applicant has been accepted into STEP-UP.

NOT SELECTED-The applicant was not selected to participate in STEP-UP.
WITHDRAWN-The applicant has chosen to withdraw the application for consideration into the
program.

The status of your application can be viewed on the Student Dashboard once you login to your account.

You can click on your application to view any messages from administrators or provide additional
information that maybe requested from administrators.
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Student Dashboard

Applications
Appl # Program Year Status Submitted On Last Updated
357 HighSchool 2012 Complete Mow-17, 2011 Mov-17, 2011
Note:

Even though you can create multiple application drafts, you can only submit one application for a specific program year.

Top of Page

If you have questions or concerns regarding the online web application, please contact
niddkstepup@mail.nih.gov.
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