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Applications 

Terra Dotta organizes your program 

by applications. Each application 

contains program specific 

questionnaires, content and 

instructions. The applications are 

arranged by ñTermò. You should 

have one application for your country 

program, university program and 

research. You may have multiple 

ñTravel Requestò applications. Click 

on any of the highlighted programs to 

view.  

To see more details about the 

specific content in each application, 

please click a link below:  

Country Application 

University Application 

Research Application 

Travel Request 

Applicant Home Page 

This is your ñHome Pageò for your Terra Dotta 

account. Itôs the page you should see as soon 

as you login to the Terra Dotta/BHEARD 

Program site. To return to this page while 

viewing a program application, click the 

ñHomeò button in the upper-left corner of the 

screen:  

Profile 

Your profile contains information specific to you 

as a BHEARD student such as your country of 

origin, cohort, contact information and 

emergency contact information. Click the ñEdit 

Profileò button to update your profile information 

at any time. (Please Note: Not all information in 

your profile is editable by the student.) 

To see more instructions about the information 

contained in your profile, click the links below:  

Profile Tab 

Profile: Information Tab 

Profile: Address Info Tab 

Messages 

The Messages section contains all the 

automatic messages sent to you via the Terra 

Dotta system or messages sent from the 

BHEARD Office through Terra Dotta. Click 

ñView all Messagesò to view all the messages. 

(Please Note: If you received an email not 

sent through the Terra Dotta system, it will not 

be viewable here) 

BHEARD Application Home Page 

Terra Dotta User GuideðBHEARD Student 

Questionnaire Button Options 

In Terra Dotta, there are multiple 

response types in the questionnaires. 

Most are simple ñsingle selectionò 

options or a blank space. To see 

some examples of question options, 

click here.   
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Profile Tab 

In the Profile tab, you can see 

basic biographic information such 

as your name, date of birth, and 

gender. If the field is ñgreyed 

outò (ex. Name, date of birth) then 

you are unable to edit this field 

yourself. If you need to change 

your name, date of birth, or gender 

in Terra Dotta, please email the 

BHEARD office.  

You can also upload a bio and ID 

Photo (though neither of these 

fields are required).  

When you are finished making any 

changes, press the ñUpdateò 

button at the bottom.  

Information Tab 

The Information Tab of your profile 

also contains many fields that you 

can edit and some that you cannot 

(grey background). Please keep 

the information in these fields up-to

-date.  

Profile: Profile and Information Tabs 

Return to Page 1 
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Address Info Tab 

   In the Address Info tab, you can update your 

home country contact info, university contact info 

and emergency contacts.  

Profile: Address Info Tab 

Edit ñPencilò Icon 

Click the pencil under the ñActionsò column (circled 

in red) at any time to update any of these fields. If 

there are changes to any of your persona 

information, please make the changes here in your 

Terra Dotta profile as soon as possible.  
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Country Application 

Your country application is the first Terra Dotta 

application created. It contains all of your 

scholarship application documents including 

your transcripts, passport, VISA, DS-2019, and 

other TraiNet documents.  

Click on your country application to view the 

documents we have on file for you at any time.  

Country Application 

Edit ñPencilò Icon 

If you need to edit the information in a 

ñsubmittedò questionnaire, click the pencil icon 

to re-open the questionnaire. You can then 

make any necessary changes to your 

responses and resubmit.  

Questionnaire Received 

If the box next to the questionnaire has a check 

mark, the questionnaire has been successfully 

submitted.  

If the box has not been checked, the 

questionnaire has NOT been submitted.  

To complete an un-submitted questionnaire, 

click on the questionnaire title.  

To edit a ñsubmittedò questionnaire, see the 

instructions below:  

PLEASE NOTE: This questionnaire format 

applies to ALL of your program applications.  
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University Application 

The University Application looks exactly like the 

Country application (theyôre both considered 

ñProgramsò in Terra Dotta). Look for the 

Program name to see which application 

program youôre in.  

Your University Application contains information 

and questionnaire specific to your university 

program such as progress checks, your Degree 

Completion Plan, your Individual Development 

Plan, and your university admissions 

information. 

The questionnaires (on the right side of the 

application) are unique to the university 

program.  

As with the country application, questionnaires 

without a check box in the ñReceivedò column 

can be submitted by clicking on the link.  

You can ñeditò submitted questionnaires if there 

is a pencil icon next to the check mark.  

 

PLEASE NOTE:  

Monitor your Application Questionnaires as 

additional questionnaires will appear as you 

progress through your program.  

You may receive automated email notifications 

if you have any questionnaires that are 

incomplete in your application. 

University Program Application 
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Research Application 

Your Research program application contains 

questionnaires specific to your final research 

project.  

Please complete and update the questionnaires 

when you are able.  

 

PLEASE NOTE:  

Monitor your Application Questionnaires as 

additional questionnaires will appear as you 

progress through your program.  

You may receive automated email notifications 

if you have any questionnaires that are 

incomplete in your application. 

Research Program Application 
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Travel Request Program Application 

Travel Application 

Please read carefully and respond to all of the 

questions in the Travel Request as necessary.  

Register Travel 

Please submit a Travel Request for ALL out-of-

state or international travel.  

You can find the Travel Request on the Terra 

Dotta homepage (click the ñhouseò icon).  

If you are currently studying in the United 

States, select the first ñRegister Travelò button.  

If you are studying in ANY other country, select 

the second button that says ñRegister Travel 

(Non-US). 

Travel Itinerary 

If you need to change your travel dates or 

location, click the pencil icon (red circle).  

Pencil ñEditò Icon 

If you need to change or add information to your 

travel request, select the Travel Request 

application and then click the pencil icon (red 

circle) to update your responses in the Travel 

Request questionnaire.  

Travel Policy 

Travel Policy for U.S. Trainees can be found by 

clicking the ñTravel PolicyðU.S. Traineesò link 

(yellow circle). 




