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Hubert H. Humphrey Fellowship Program
Timeline of the HHH online application cycle using Embark

April 1: Embark online 

application opens for 

Humphrey applicants.

Any time before the US Post/Commission 

HHH application deadline: Posts and 

commissions email applicants and review 

submitted applications. Strong applications 

that need improvement can be returned to the 

applicant for revision and resubmission. All 

applications held in the RECEIVE section.

June – September: US 

Post/Commission-determined deadline.  

On the US Post/Commission 

deadline, all applications moved to the 

MANAGE section.

June-September: After 

the US Post/Commission 

deadline, applications are 

batch printed in Embark for 

the in-country review.

October 1: Deadline for Posts 

and commissions to submit ALL 

nominated candidates to IIE 

using Embark.

Nov-Dec: The independent experts‟ 

panel, organized by IIE, convenes in 

Washington, DC to review applications.

February: Posts and 

commissions notified of 

competition outcome. HHH 

principals/alternates 

informed of the results.
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Hubert H. Humphrey Fellowship Program
Capabilities of the Embark online application system

The Embark online application system offers extensive application 

management capabilities.  Using Embark, post and commission staff can do 

the following:

•Review submitted applications and return promising applications to the 

applicant for modification and resubmission.

•Communicate with applicants while they are working on their 

applications through system messages or email.

•Batch print all submitted applications.

•Attach all applicants‟ transcripts, paper letters of recommendation, and 

English language assessments.

•Attach ITP or TOEFL score reports. 

•Assign the applicant a nomination category.  The categories are: 

Nominate, LTE-Nominate, and Not Nominate. [*Note: LTE stands for 

Long Term English.]

•Assign the applicant a ranking: this is the applicant‟s relative standing to 

the other nominated applicants, such as 1st, 2nd, 3rd.  The total number of 

nominees is also indicated in this section.

•Fill out all supplementary application forms (the P-1, P-1A, P2, and P-3) 

online.
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Hubert H. Humphrey Fellowship Program
Logging on to Embark

Bookmark:

https://admissions.embark.com

User ID: Sent by IIE (hhh_countryname)

Password: Sent by IIE

Contact info: If you have forgotten your 

login information, please send an email 

to posts@iie.org to request your user ID 

and password.

2010, pg. 4

https://admissions.embark.com/
mailto:posts@iie.org


Hubert H. Humphrey Fellowship Program
Getting to the applications in Embark

Click on APPLICATIONS on either 

side of the screen.
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Hubert H. Humphrey Fellowship Program
Three main components to Embark: IN PROGRESS, RECEIVE, 

MANAGE.

IN PROGRESS: View all 

applications IN 

PROGRESS here. You 

can communicate by 

sending system 

messages and emails to 

applicants at this stage.

RECEIVE: View all 

completed applications 

here. Print applications 

INDIVIDUALLY in this 

section.

MANAGE: Move over all completed 

applications on your post/commission 

deadline from RECEIVE to MANAGE.  

Here, you can print all applications at 

once, assign them a post rank, fill out 

the nomination reports, and upload 

transcripts, paper letters of 

recommendation, and English language 

assessments.
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Hubert H. Humphrey Fellowship Program
IN PROGRESS: Views and filters (also applies to 

RECEIVE and MANAGE sections).

SAVED VIEWS:

Views determine 

how the information 

displays in the 

columns below.  

Select from the pre-

programmed views 

to display your 

applicant information 

here.

BASIC FILTER: You can search for applicants by using 

this tool. Use the drop-down list on the left to select the 

application field you would like to search. On the right, 

enter in the specific criteria you want to search.  For 

example, you could select “Last Name”  on the left and 

then type in “Smith” on the right. This will return all 

applicants with the last name “Smith.” 
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IMPORTANT: If you are searching for something the 

applicant entered using a drop-down list, you will 

need to first enter the field you‟re searching for on the 

right, and then use the magnifying glass to look up 

the value. For example, if you select “Field of Study” 

on the left-hand side, you will need click on the 

magnifying glass to select the exact name of the field 

of study as it is listed in the application, otherwise, 

your search will not produce results.



Hubert H. Humphrey Fellowship Program
IN PROGRESS: Communicating with applicants

GREEN BUTTONS:

Select the EMAIL 

ALL to send a 

message to all of 

your applicants.  

Select PUBLISH 

MESSAGE TO ALL 

to send a system 

message in Embark 

to all of your 

applicants.

GRAY BUTTONS: 

Publish system 

messages or send 

emails to individual 

users by putting a 

check mark next to 

the applicants with 

whom you would like 

to communicate.
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IMPORTANT: The “email” buttons allow you to send 

a message to the email address specified in the 

application. The “publish message” buttons will post a 

message in the applicant‟s Embark account. The 

applicants will only see the “published” messages 

when they sign on to Embark to work on their 

applications.



Hubert H. Humphrey Fellowship Program
IN PROGRESS: Communicating with applicants by publishing 

messages

Published messages 

appear in the 

application when the 

applicant logs in, so 

you can only  use this 

feature in IN 

PROGRESS. All fields 

marked with an asterisk 

(*) are required. Start 

by entering in a 

message name, then a 

subject.  You can select 

from the drop-down list 

what type of greeting 

you would like. Then, 

enter in your message 

to the applicants. You 

can also specify how 

long you want the 

message to be posted 

in your applicants‟ 

accounts.  When you‟re 

finished, select “save 

and publish” to send 

your message.   

IMPORTANT: Every 

administrator with an account 

to Embark – this includes 

every staff member at eligible 

posts and commissions – will 

have access to the messages 

you create and send to your 

applicants. To avoid 

confusion, your message 

name must start with the 

name of your country.  For 

example, messages published 

by China will read 

“China_MESSSAGENAME”         

IMPORTANT: You 

must uncheck this 

box!  If you do not, 

your message will 

not publish.
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Hubert H. Humphrey Fellowship Program
IN PROGRESS and RECEIVE: Communicating with applicants 

through email

Emailing applicants: 

You can email 

applicants in IN 

PROGRESS, 

RECEIVE, and 

MANAGE, though you 

will probably only want 

to do it while 

applications are in the 

IN PROGRESS and 

RECEIVE sections.  

Follow the steps in the 

previous slide to do 

this.  

IMPORTANT: Be sure to use the naming 

convention 

“COUNTRYNAME_MESSAGENAME” 

when titling your email messages.
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Hubert H. Humphrey Fellowship Program
RECEIVE: Working with completed applications

All Receive -

DEFAULT: Select this 

view here to have 

your columns display 

in the order below.  As 

with the IN 

PROGRESS view, 

you can send 

messages and email 

both individual and 

groups of applicants.  
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Printing INDIVIDUAL 

applications: You 

can select the print 

icon, which is visible 

in the processing 

view, to print a single 

application.  



Hubert H. Humphrey Fellowship Program
RECEIVE: Unsubmitting applications

Unsubmitting 

applications: In the 

RECEIVE section, you 

can un-submit 

promising applications 

so that applicants can 

modify their answers 

and be more 

competitive for the 

review that occurs in 

Washington. To do this, 

select the application(s) 

you would like to un-

submit by checking 

here, and then click on 

the gray button labeled 

“unsubmit applications.”

IMPORTANT: You 

MUST unsubmit 

applications BEFORE

your in-country deadline.  

Likewise, applicants 

must complete their 

modifications before the 

deadline.
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Hubert H. Humphrey Fellowship Program
RECEIVE: Entering in a paper application for an applicant

START NEW 

APPLICATION: Click on 

this button to manually 

enter in a paper 

application. You can also 

have the applicant enter in 

his application using the 

Embark application site at: 

http://apply.embark.com

/student/humphrey/

fellowship/
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Hubert H. Humphrey Fellowship Program
RECEIVE: Moving applications over to MANAGE

Moving applications to 

MANAGE: Within five 

days of your country‟s 

HHH deadline, move your 

applications from 

RECEIVE to MANAGE.  In 

MANAGE, you will only 

have access to 

applications that you have 

manually moved over.  

That way, applicants who 

submit their applications 

AFTER your HHH 

deadline will not be 

considered in the review.       

IMPORTANT: 

Applications cannot be 

moved out of the 

MANAGE section.

2010, pg. 14



Hubert H. Humphrey Fellowship Program
MANAGE: Entering in paper letters of recommendation and 

English language assessments

Step 2: Click on the 

“edit 

user data” gray 

button. This will bring 

you to a new screen.
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Step 1: Select the 

applicant for whom you 

are adding letters and 

assessments by 

checking this box.  



Hubert H. Humphrey Fellowship Program
MANAGE: Entering in paper letters of recommendation and 

English language assessments.

Step 3: Click on page 4 to 

upload the first letter of 

recommendation, and page 5 

for the second. Click on page 

11 to enter in a paper English 

language assessment (ELA).  

You will be able to preview the 

PDF documents once you 

have uploaded the necessary 

forms.  Be sure to click save 

after each entry! Once you‟ve 

uploaded documents, click 

submit application.  

IMPORTANT: Applicants 

can use Embark to send 

recommendation forms 

and English language 

assessments to their 

evaluators. If their 

evaluators do not have 

access to the Internet, 

then they must fill out the 

forms by hand and then 

mail them to the post or 

commission. Instructions 

for this have been 

specified in the 

application.
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NOTE: You will need to scan 

paper letters of recommendation 

and ELAs before you can upload 

them in Embark.



Hubert H. Humphrey Fellowship Program
MANAGE: Printing all of your applications for your in-

country review.

Batch printing, 

Step 1: In the 

MANAGE section, 

click on the “batch 

print” button. This will 

allow you to print ALL 

of your country‟s 

submitted applications 

at once.
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Hubert H. Humphrey Fellowship Program

Batch printing, Step 2: On 

the batch print screen, select 

your COUNTRY NAME from 

the drop-down list and then 

click on the „select‟ button.  

This will send your batch to 

Embark. Embark generates 

these reports Sunday-

Thursday. If you make your 

request on one of these days,  

you will be able to print your 

batch within 24 hours.

MANAGE: Printing all of your applications for your in-

country review.

Your batch print will be 

available 24 hours later here.  

Simply click on the batch, 

open the file, and then print!
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Hubert H. Humphrey Fellowship Program
MANAGE: After the in-country review – assigning 

nomination category, ranking, total number of nominees, 

and Highest U.S. Degree Equivalent.

Nomination category and 

ranking: Once you have 

completed the in-country 

review and are ready to 

rank your candidates, go to 

the MANAGE screen and 

select the view “Nomination 

Category - Default”. Then, 

enter in each candidate‟s 

nomination category 

(Nominate, LTE-Nominate, 

Not Nominate), ranking, the 

total amount of nominees 

you are submitting to IIE, 

and the highest U.S. degree 

equivalent.  

IMPORTANT: Please note that LTE candidates 

should be ranked with all other candidates. For 

example, your top-ranked candidate might be 

LTE-Nominate, and your #2 might be a regular 

nominee. DO NOT RANK LTE CANDIDATES 

SEPARATELY.
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NOTE: The number of nominations your country 

can make is determined by ECA in the 

recruitment cable.

2010 Update: You will now 

only need to enter in 

applicant information in 

these four dropdowns 

(nomination category, 

ranking, out of total 

nominees, and highest U.S. 

degree equivalent). Click 

the gray update status 

button to save your work.  



Hubert H. Humphrey Fellowship Program
MANAGE: After the in-country review - filling out 

supplementary forms and attaching applicant documents 

Supplementary forms 

and applicant 

documents: All of the 

Post/Commission reports 

(the P-1, P-1a, P-2, and 

P-3) must be completed 

in Embark.  Also, copies 

of all applicant data 

(transcripts, letters of 

recommendation, 

received TOEFL scores) 

will need to be uploaded 

to the applicant‟s record 

in Embark.  

IMPORTANT: You will 

not need to email your 

IIE representative with 

applicants‟ transcripts 

and supplementary 

materials!
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Step 2: Once you 

have checked the 

applicant, click on the 

“edit 

user data” gray 

button.  

NOTE: This is the same 

process used for 

uploading paper letters 

of recommendation and 

English language 

assessments.   

Step 1: In MANAGE, 

select any view and 

then check the box 

next on the applicant‟s 

record where you will 

be adding information.  



Hubert H. Humphrey Fellowship Program
MANAGE: After the in-country review – completing post 

and commission forms (P-1, P-2, etc.), and uploading 

documents.

Embassy reports and 

applicant documents:  

Go through each of the 

pages and fill out all 

reports for each of your 

NOMINATED

candidates. You can also 

upload applicant 

documents in this 

section. Be sure to save 

after each page. Once 

you‟re finished, be sure 

to click on submit 

application to save all 

changes.

IMPORTANT: Only fill 

out ONE recruitment 

report (page 10) for your 

country. Please fill it out 

in your top-ranked 

candidate’s application.
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2010 Update: We have 

added additional pages 

for you to upload 

transcripts and letters of 

recommendation.  

Please now upload 

transcripts from each 

institution of higher 

education separately.



MANAGE: Exporting your data to EXCEL.

Hubert H. Humphrey Fellowship Program

Exporting to Excel: 

You can export all of 

your data for your 

internal records by 

going to MANAGE, 

selecting the view 

“Export to EXCEL” and 

then clicking on the 

green “export to Excel 

button.”
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Hubert H. Humphrey Fellowship Program
Finishing up with Embark

That‟s it!  Using Embark, you will be able to communicate with your applicants, print their 

applications for your in-country review, attach all of their supplementary documents, and rank 

them for the review in Washington, D.C.  When using the system, be sure to do the following:

Before your country’s HHH deadline:

• Unsubmit any applications that still need work so that the applicant can make 

modifications.

• Post messages informing the applicants of your country‟s HHH deadline.

• Enter in paper applications for applicants that were unable to submit online.

• Attach paper letters of recommendation and English language assessments to 

applications.

On your country’s HHH deadline:

• Move all applications over from RECEIVE to MANAGE.

• Do a batch print of all applications for your in-country review.

After your country’s HHH deadline:

• Enter in all supplementary documents (transcripts, TOEFL scores).

• Fill out all supplementary forms (P-1, P-1A, P-2, P-3).

• Fill out each applicant‟s nomination category, ranking, the total amount of nominees 

you are submitting to IIE, and each candidate‟s highest U.S. degree equivalent.
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