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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:

Sandbox:
A\ "dfps state te.us” does't seem to be the real sender of this message

2 DFPS ps.state.tx.u

(O Thursday, November 07, 2024 2:20:45 PM

& show pictures

Hi Joshter,

Welcome to the Title IV E Stipend Application, To get started, please follow below steps :

1. Click on MyDAP link, you will be navigated to MyDAP extemnal portal for login.

2 Click on Forgot your Password link

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

4 Provide the verification code you would have received in your email and click verify code.

5. Provide this username ‘joshter778899_tes and click continue

6. Provide the email address again this is only for the first-time login

7. Provide the verification code that you would have received in your email and click continue.

8. You would be prompted to set your new password and click continue.

9. You would be presented with DFPS Acceptable Use Agreement.

10. Provide your consent by checking the checkbox and by entering FirstName and Last Name and click submit
11. Under the Applications, click the “Title IV-E” link

12. You will be presented with login screen.

14 Please provide the usemame joshter778839_tes and updated Password, Click "Sign in"_ (this step is only for first ime login)

15. You should be logged in into the Title IV E Application.

Thank You,
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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.

My DFPS Application Passport

Texas Department of
Family and Protective Services

System Use Notification

connection with your use of the.
other legally

Warning: T is 3 us. using this system that you have no right of
System or your. your use of the.
ccess, . i sanctions, civl penaltes, o

Sign in with your username

iminal prosecution to the extent permited able .

2. Click on Forgot your Password link.

‘4 b Y Texas Department of
*/ Family and Protective Services

System Use Notification
Sign in with your username

Marming: o 3
et ce o scces a he ozt
Ay

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

Page 5


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

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

Texas Department of
Family and Protective Services

User Details

Please provide the following details

joshter778899@yopmail.con|

***WARNING*** This is a Department of Family and
Protective Services (DFPS) computer application, which
should be accessed and used only for approved DFPS
business by authorized individuals. Unauthorized access to
any information contained in this application may subject
violators to criminal prosecution, discipinary action, up to
and including, termination of DFPS employment; and for
non-DFPS persons, possible termination of your employer's
senice contract with DFPS, which may result in disciplinary
action or termination of employment with your organization.
Access or use of this computer application by any person
whether authorized or unauthorized constitutes consent to
these terms.

4. Provide the verification code you received in your email and click verify code.

2 Microsoft of DFPSB2CUAT
(O Thursday, November 07, 2024 2:47.06 PM
B show pictures

Verify your email address

Thanks for verifying your joshter778899@yopmail.com account!

Your code is: 158556

Sincerely,
DFPSB2CUAT
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Texas Department of
Family and Protective Services

User Details

Please provide the following details

Username

Verification code has been sent to your inbox, Please copy it
to the input box below.

joshter778899@yopmail.com

158556 ]

***WARNING*** This is a Department of Family and
Protective Services (DFPS) computer application, which
should be accessed and used only for approved DFPS
business by authorized individuals. Unauthorized access to
any information contained in this application may subject
violators to criminal prosecution, disciplinary action, up to
and including, termination of DFPS employment: and for
non-DFPS persons, possible termination of your employer's
service contract with DFPS, which may result in disciplinary

action or of with your org:
Access or use of this computer application by any person
whether authorized or unauthorized constitutes consent to
these terms,

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.

Texas Department of
Family and Protective Services

User Details

Please provide the following details

joshter778899_tes

E-mail address verified. You can continue now.

joshter778899@yopmail.com

**WARNING*** This is a Department of Family and
Protective Services (DFPS) computer application, which
should be accessed and used only for approved DFPS
business by authorized individuals. Unauthorized access to
any information contained in this application may subject
violators to criminal prosecution, disciplinary action, up to
and including, termination of DFPS employment; and for
non-DFPS persons, possible termination of your employer's
senvice contract with DFPS, which may result in disciplinary
action or termination of employment with your organization.

Access or use of this computer application by any person
whether authorized or unauthorized constitutes consent to
these terms.
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(& B Texas Department of
X Family and Protective Services

User Details
Piease prowie the followng details

New Password

Confirm New Password

Continue

“**WARNING*** This is a Department of Family and
Protective Services (DFPS) computer application, which
should be accessed and used only for approved DFPS
Dusiness by aulhorized individuals. Unauthoriced sccess o
any information contained in this application may subject
violators to criminal prosecution, disciplinary action, up 1o
and including, termination of DFPS employment: and for
non-DFFS persons. possible termination of your employer's
service contract with DFPS. which may result in disciphinary
action ar ot with your

Access or use of this computer application by any person

whather authorizad or unauthorized constitutes consant to
these tarms.

7. You will be presented with DFPS Acceptable Use Agreement.

G roecivesevios My DFPS Application Passport Tester Joshter -

DFPS ACCEPTABLE USE AGREEMENT

2

e ftware,infrastructure, dat . Your
to complance.

ousing,disci fing, ransmit ornothe:

AUTHORIZED USE

[RESPONSIBILITIES

job dutes.

« Lyl not create, use, discose, ransmit, maints broker sel

Talso wil alert PP (B77)642-4

JUSER CREDENTIALS

[SOFTWARE

[DFPS CONFIDENTIAL AND SENSITIVE INFORMATION

o butis not limited o,

moification.
o tored,orransported. This p
(ss4).
i the ol
o Patientor clent d teatmentpi o
B i terms, rainees, olunteers, and contract

° policy.

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

o Keeping my workspace clean

MAIL

a b " I

INTERNET

o Sites known hosit, threatering, ab T

Dropbax, Google D

OCIAL MEDIA

a Facebook, Reddit, Twittes, Inst

INSTANT MESSAGING

a Teams. Use of

'ONSENT TO MONITORING

DFPS pol and controls

a disci ting,transmitt
DFPS confidental or sensitive iformaion.

[NON-COMPLIANCE

. violaton.
| must compt edures, standards o

o DEPS Pivacy Policy.
o DPFS Secuity Polcy.
« 1l be held responsible for any of the following:

o Anyharm, loss,

9. Under Applications tab on the left-hand side of the screen, click the “Title IV-E” link

R My DFPS Application Passport PR

Page 10



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

10. You will be presented with login screen.

System Use Notification

Warning:This i 2

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.

Wome  MyDets  Student/stpend Detais  Submitform 7039 ContractDocuments & aneooe ~

DFPS

L bq Texas Department of
\ “" Family and Protective Services

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.

Texas Department of
Family and Protective Services

Submit Form 7039
5 ) 4

-

,\\‘/‘;

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.

Information

My Contact Details

My Stipend Details

Additional Stipend Effective Date

additional Stipend Details

Date Last Attended
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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.

v Current Address

“street

*State (Enter only twoletter abbreviations for US States)

v Permanent Address

“street
“City

™

*Zip Code

~ Phone Number (At Least One is Required)

Cell Phone

Home Phone

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

e Region
e Date of Birth
e SSN

e Current Address
e Permanent Address
e 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.

Sandbox: Form 7039 needs correctios U &« o &
A\ “0ps stte b.us" doss't seam 1 b the real sender o sage Dearatity  Tepy Sones

2, DFPS Salesfo

(Monday, October 21, 2024 3:14:45 PM

The Form 7039 has been sent back for correction, please review the correction notes and do the appropriate changes

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

Sandbox: Form 7039 approval notification

A "dips state tus® does't seem to be the real sender of this message s
2 DFPS tate.tx.u

®Munday‘ October 21, 2024 3:36:44 PM

This is to inform you that your Form 7039 has been approved by the university.

6) Student will receive an alert if a DFPS Contract Manger make any edits to the Form 7039

Sandbox: Form 7039 modification alert @ &« o &
LA “dfos stato fx.us" doest seem o bo the roal sender of this message Debverabity  eply o Pre
2 DFPS Salesfo e

:L)Munday_ October 21, 2024 2:30:56 PM

The 7039 Application form details has been modified

Contract Manager Comments: Phone number has been updated
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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.

Contract Documents

Printable View
Al v »
. Search this list.. v || HE
Titem » Sorted by Contract Document Name « Filtered by All contract documents » Updated 5 minutes ago Q & = cjer
Contract Document Name ~ | Student Name v | Student D | Student's First Date of Class v
1 Contract Document Sample Josh Student SA-D00096 10/7/2024 -

B Final Executed Contracts
¢ Contract Document Sample

DETAILS RELATED

Contract Document Name Student Name

Contract Document Sample Josh Student

Student 1D Student's First Date of Class @
SA-D00096 10/7/2024

Student Signing Date DFPS Signing Date

10/1/2024 10/4/2024

Contract uploaded Date

10/8/2024

Created 8y Last Modified By

Final Executed Contracts
Contract Document Sample

DETAILS RELATED

Files (1) Upload Files

Contract Document ...
Oct 8,2024 » 22K8 »..

View All

Page 16



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

Section 4. Revision History

Version | Date Name Description

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

11 11/14/2024 | Joshua Pandi Updated based on the users review and
feedback
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