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Section 1. Overview 
1.1 Purpose 
The purpose of this job aid is to describe the steps that will need to be taken by Student User to login, 
view/review the Student Stipend Details submitted by the Universities and submit Form 7039 to the 
university. 

1.2 Scope 
The scope of this Title IVE Stipend Application Student User Job Aid is to show Student user how to 
login to the system and manage the information on the Title IV-E Application tabs (MyDetails, Student 
Stipend Details, Submit Form 7039, and Contract Documents). 
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Section 2. Login 
2.1 Welcome Email 
After SSCC/ROSA completes reviewing the Student Stipend Details submitted by the university, DFPS 
Contract Manager will invite the student user to the Title IV-E application. Student user will receive an 
email from DFPS with login instructions: Email will have welcome message and the steps to get access to 
the application: 
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1. Click on https://dfpsportal.dfps.texas.gov/, you will be navigated to MyDAP (MyDAP is DFPS’s Identity 

and Access management system) external portal for login.  

 

2. Click on Forgot your Password link. 

 

3. Provide your email address and click on send verification code. 

https://dfpsportal.dfps.texas.gov/


DFPS  TITLE IV-E STUDENT USERJOB AID  
  Version 1.0 | 11/12/2024 

 Page 6  

 

4. Provide the verification code you received in your email and click verify code. 
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5. Provide the username as shown in your Welcome Email and click continue 
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6.  You -will be prompted to set your new password and click continue. 
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7. You will be presented with DFPS Acceptable Use Agreement. 

 

Scroll to the bottom of the page. 
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8. Provide your consent by checking the checkbox and by entering FirstName and Last Name and click 

submit 

 

9. Under Applications tab on the left-hand side of the screen, click the “Title IV-E” link 
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10. You will be presented with login screen. 

 

11. Provide your username and updated Password, Click "Sign in". (This step is only for first time login.) 

12. You will be logged into the Title IV E Application. 

 

 
 

Notes: Recommended Browser is Chrome. Please bookmark the link for future logins. 
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Section 3. Title IV-E Application 
 

When you login to the Title IV-E Stipend Application, you will be initially taken to the Home tab, as 
depicted below.  From the Home page, you can navigate to MyDetails to view and manage admin 
details, Student/Stipend Details tab to view the details submitted by the university, Submit Form 7039 
tab to submit Form 7039 to the university and Contract Documents to view the Student’s Contract 
Document.  

 

3.1 MyDetails 
Details of the student can be viewed by either clicking on the MyDetails picture or using the MyDetails 
tab provided on the home page. Admin is allowed to update Address and Phone Number by clicking 
Update Details button provided on the bottom of the page. All other details are read only. 
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3.2 Student/Stipend Details 
Student’s Stipend Details are submitted by the University. Details can be viewed by either clicking on 
the Student/Stipend Details picture or using the tab provided on the home page. Student is NOT 
allowed to update any of the details displayed here (read only). Form 7039 details are also available in 
this section once student submits the Form 7039 to the university. 
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3.3 Submit Form 7039 
Student user will be able to submit Form 7039 to the university by either clicking on the Submit Form 
7039 picture or using the tab provided on the home page. 

 

 

1) Click on the Submit Form 7039  
2) Student adds details such as: 

• Region 
• Date of Birth 
• SSN 
• Current Address  
• Permanent Address 
• Phone Number and click Submit. 

Note: Student is NOT allowed to edit Form 7039 once it is submitted to the university. Student can 
navigate to the Student/Stipend Details section to view/review the submitted Form 7039 details. 

3) University admin will receive an alert with the student Form 7039 submission.  
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4) If any corrections are required with the Form 7039 details submitted by the Student, the 
university admin will reject the Form 7039 so that Student can review, edit, and resubmit the 
Form 7039. Student will receive an email alert notifying them of the rejected Form 7039. 

 

5)  Student will receive an Approval Notification email alert when university approves Form 7039 
submitted by the Student. 

 

6) Student will receive an alert if a DFPS Contract Manger make any edits to the Form 7039 
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3.4 Contract Documents 
Student user will click on Contract Documents tab on the home page to view and download the Final 
Contract (signed between the Student and DFPS) uploaded by the DFPS Contract Manager. Click on the 
Document Name and not on the Student ID to view the details of the Contract Document. Navigate to 
the Related list to download the actual document. 
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Section 4. Revision History 
Version Date Name Description 

1.0 11/12/2024 Joshua Pandi Initial version of this document. 

1.1 11/14/2024 Joshua Pandi Updated based on the users 
feedback 

review and 
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