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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 University Admin to
login, view/manage University and Admin details, submit Student Stipend Details to the ROSA/SSCC,
Approve or Reject Student’s Form 7039 and submit Quarterly Invoices.

1.2 Scope

The scope of this Title IVE Stipend Application University Admin Job Aid is to show University Admins
how to login to the system and manage the information on the Title IV-E Application tabs (MyDetails,
University, Student, Contract Documents, and Invoice).
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Section 2. Login

2.1 Welcome Email

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 bus” does't seem to be the real sender of this message
o

2, DFPS state.tx.us>

() 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 username ;joshter/78899_tes and updated Password, Click "Sign in". (this step is only for first time 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.
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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 a separate 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 on the left-hand side of the screen, click the “Title IV-E” link

R My DFPS Application Passport PR
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10. You will be presented with login screen.

Texas Department of
Family and Protective Services

System Use Notification

Warming Thisisa us useof the
spstemory 5 useofhe sytem g Sign in with your username

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

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

Home  MyDetails University ~ Student  Contract Documents Invoice  Report A joshterTester v

Texas Department of
Family and Protective Services

University Student Contract Documents

1S i >
Invoice

I‘ INVOICE i

Notes: Recommended Browser is Chrome. Please bookmark the link for future logins.
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2.2 Additional University Admins

Send an email to DFPS (CPSUNIVContracts@dfps.texas.gov) requesting access to the application. A
Contract Manager will add the additional admin to the system. Newly added admin will receive an email
with login details. (Details are provided in section 2.1.)

The following details needs to be provided in the email:

Name of the University.

First Name of the admin

Middle Name (Optional) of the admin

Last Name of the admin

Phone Number

Address information (Street, City, State/Province, Zip/Postal Code, and Country).
Role optional

No vk wNR

DFPS should be notified via email to CPSUNIVContracts@dfps.texas.gov when university staff is no
longer affiliated with the program or university so that person’s access to the application can be
deactivated.
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Section 3. Title IV-E Application

3.1 Home

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, University tab to view the University details, Students tab to manage Student Stipend details,
Contract Documents to view Student Contract Documents, Invoice tab to view and manage invoices and
Reports tab to view any available reports.

Home MyDetails University  Student  Contract Documents Invoice  Report A joshterTester v

DFPS

4 b‘b Texas Department of
2 Family and Protective Services

)

\Y4

[
WL

T
I‘ INVOICE i

3.2 MyDetails

Details of the admin (whoever is logging in) 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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3.3 University

The University Details can be viewed by either clicking on the University picture or using the tab
provided on the home page. University Admin is NOT allowed to update any of the details displayed
here (read only).

yoewis  Unierity  Student  ContrctDocuments  invoce Q s B it v

L2 University of Joshua Pandi
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3.4 Student

The University Admin will be able to manage the Students Stipend details by either clicking on the

Student picture or using the tab provided on the home page.

Home My Details  University  Student

Students
Recently Viewed v ¥

1item » Updated a few seconds ago

Student Records

1 SA-004497

Contract Documents

\v | First Name

Josh

Invoice

Reports

v | Last Name

Student

Q_ Search this list...

v | SSN Text

XXX-XX-4541

_._ Josh Tester v

1) University Admin can click on the drop-down arrow next to Recently Viewed to change the list
view from Recently Viewed to All. This view will enable the admin to view all the students from
their university. University Admin can also search for a student using free text in the “Search
this list...” search box option, after updating the list view from Recently Viewed to All.

2) Click on the Student Records ID (Ex: SA-004497) to view the Student Stipend Details.

Note: Student Records can be sorted by clicking on the column header

Creating and Submitting New Student Stipend Details to the ROSA/SSCC:

3) University Admin can click on the New button to create a new student stipend details in the

application

4) University Admin to add Student Details:
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Enter First Name — Required

Middle Name — Optional

Last Name — Required

Date of Birth — Required

University — Required

Phone Number — Required

Personal Email — Required

University Email (Secondary Email) — Required

Student Details

Student Records.

*First Name

Complete this field.

*Date of irth

*Phone Number

*University Email

Corrections Required @

Stipend Information

*Student Stetus at Initial Stipend “Degree
~None~ ~None-

View all dependencies

“ DFRS/SSCC

~None—

~Anticipated Graduation Date

Search Accounts..

ssec Total Additional Stipend

Search Accounts..

*Total Number of Stipends Receive per FY Additional Stipend Effective Date

~None-

* Max Number of Stipends Receive for Prog @ Additional Stipend Details

~None~

Amount of stipend for Summer Final Student Employment Status

5) University Admin to add Stipend Information:
Student Status at Initial Stipend — Required Dropdown list

Degree — Required Dropdown list
Classification — Required Dropdown list
DFPS/SSCC — Required Dropdown list

Search and select a ROSA or SSCC — Required
Anticipated Graduation Date — Required

Total Number of Stipends Received per FY — Required Dropdown list
Max Number of Stipends Received for Program - Required Dropdown list

Amount of Stipend for Fall
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e  Amount of Stipend for Spring/Winter
e Amount of Stipend for Summer

Note: DO NOT enter any other details. Admin can select either ROSA or SSCC, system will display error if
you select both. System will display error if required fields are left blank (upon save).

6) Click on Save
7) Review the details and edit if required using the Edit button provided

Home  MyDetails University Student Contract Documents Invoice  Reports M joshTester v

Student Record

SA-004497 Edit | Submit | ApproveForm7039 | w

v Student Details

Student Records

54008457

First Name Middle Name

Josh K Oct K
Last Name Date of Birth

Student £ 02008 .
University Phone Number

University of A 4 Tn0sEs .

personal Email

joshoctstudent@yopmail com #  joshuatstudent2@yopmail.com s

Vendor ID Corrections Required @
Status
Active

~ Stipend Information

Student Status at Initial Stipend Degree

DFPS Employee £ W s
DEPS/SSCC Classification
sscc £ Junior s
R0sA Anticipted Gradustion Date

4 10n3/2027 s
sscc Total Additional Stipend
S5CC of loshua Pandi s s
Total Number of Stipends Receive per FY Adcitional Stipend Effective Date
3 4 4
Max Number of Stipends Recive for Prog @ Additional Stipend Details
6 s ’
Amount of Stipend for Summer Total Amount Stipend to Receive per FY
$2,00000 # 5600000
Amount of stipend for Fa Stipand Amount to Receive for Program @)
$2,00000 # 53600000
Amount of Stipend for Spring/Winter Final Student Employment Status
$2,00000 s

v Status Updates

Date Temporary Pause Started Actual Graduation Date

¢ s
Date Temporary Pause Ended Date Last Attended

¢ s
Reason for Temporary Pause Discontinue Letter Mailed Date

¢ s
Termination Reason Contract Termination Date’

¢ s

8) Click on Submit button to submit the student stipend detail to ROSA/SSCC. Email alert is sent to
the ROSA/SSCC notifying that the student details are available for their review.

9) Rosa/SSCC may request corrections with Student Details submitted by the University Admin.
University Admin will receive an email notifying them that corrections are requested.
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Sandbox: Title IV E Stipend ROSA/SSSC action Required =
A "t state 5" does't seem 1o be the real senderof s message Detueablly 2 P Du

2, DFPS Salesforce <dfpssalesforce@dfps.state.tx.us>

®Munday ‘October 07, 2024 2:01:39 PM

ROSA/SSCC has retum student information for SA-000096 with comments in correction required , please review and re-submit the student information

10) University Admin to navigate to the Student tab, click on the Student ID, refer to the
Corrections Required field (in the Student Details section) to view the ROSA/SSCC admin
comments regarding the required corrections to the Student Stipend Details.

Record

Student
SA-000096

~ Student Details

Student Records

5A-000096
rst Name Middle Name
Josh g uAT g
Last Name Date of Birth
Student s 1/1/2001 *
Phone Number
e 772-220-9878 e
E
g oshuotstudent: om £

Corrections R

7007815494800

Phone number is wrong. Please update it to 772-220-9878
Status

Active

11) Make necessary updates/edits, Save and Submit to resubmit to the ROSA/SSCC.
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Approve or Reject Form 7039 submitted by the Student:

1) University Admin will receive an email alert when student submits Form 7039
2) University Admin will navigate to the Student tab, click on the Student ID (to access the student

details), scroll down to the Form 7039 section to review the details.

v Form 7039

Modifed sy
anesheon, 10/31/2024 1137 AM

3) If any correction are required to the Form 7039, University admin can Reject the Form 7039
using the button Form 7039 Corrections Required (use the drop-down arrow to see additional
options). An email Alert is sent to the student to correct the Form 7039 and resubmit.

Student Record
SA-000089

DETAILS RELATED

v Student Details

4) If NO corrections are required to the Form 7039, University admin can Approve the Form 7039
using the button Approve Form 7039. Email Alert is sent to the student, ROSA/SSCC and the
Contract Managers stating the student’s Form 7039 has been approved by the University.

Updating Student Status to Temporary Pause:

5) University Admin can update the status of the Student to Temporary Pause by clicking the down
arrow next to Approve Form 7039 and selecting Temporary Pause. Provide Temporary Pause
Start Date, Reason for Temporary Pause and Save. This will update the Student Status (of the

Student Details section) from Active to Temporary Pause.
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Temporary Pause

*Date Temporary Pause Started Reason for Temporary Pause

6) University Admin can update the status of the Student from Temporary Pause to Active by
clicking the dropdown option of Temporary Pause To Active. Provide Date Temporary Ended
and Save. This will update the Student Status (of the Student Details section) from Temporary

Pause to Active.

Temporary Pause To Active

*Date Temporary Pause Ended
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Updating Student Status to Transferred:

1) University Admin can update the status of the Student to Transferred by clicking the down
arrow next to Approve Form 7039 and selecting Update Student Status. Select Transferred
option from the dropdown list, provide Reason, Date, Date Last Attended and click Next.

sstxgw;;r; Edt | sumit | ApproveForm70 | v

DETAILS RELATED

v Student Details

Widdie Name

Dstert

4 10/12005 ’
rrrrrrrr

#  ssasesess s

Update Student Status
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Update Student Status

“Date Last Attended

Updating Student Status to Terminated:

2) University Admin can update the status of the Student to Terminated by clicking the down
arrow next to Approved Form 7039 and selecting Update Student Status. Select Termination
option from the dropdown list, provide Termination Reason, Date, Date Last Attended,
Comments and click Next.

Updating Student Status to Disqualified:

3) University Admin can update the status of the Student to Disqualified by clicking the down
arrow next to Approved Form 7039 and selecting Update Student Status. Select Disqualified
option from the dropdown list, provide Reason, Date, Date Last Attended and click Next.

Updating Student Status to Student Withdrawn:

4) University Admin can update the status of the Student to Student Withdrawn by clicking the
down arrow next to Approved Form 7039 and selecting. Update Student Status. Select Student
Withdrawn option from the dropdown list, provide Reason, Date, Date Last Attended and click
Next.

Updating Student Status to Graduated:

5) University Admin can update the status of the Student to Graduated by clicking the down arrow
next to Approved Form 7039 and selecting Update Student Status. Select Graduated option
from the dropdown list, Actual Graduation Date and click Next.
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3.5 Contract Documents

University Admin should click on Contract Documents Tab on the home page to view and download the
Final Contracts that were uploaded by the DFPS Contract Managers. 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
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3.6 Invoices

University Admin should to navigate to the Invoice Tab from home page to view previously submitted
Invoices.

Invoices

New Printable View
Al v
Titem « Sorted by Invoice Number - Fitered by all invoices - Updated a minute ago 5 Ui B~ B ]| 7] €T
Invoice Number T v | Quarter | University Name v | Date of Invoice v | Created Date v | Created By ~
1 1-000000006 o University of Joshua Pandi 11/1/2024 10/8/2024 4:38 PM Josh Uni Tester -

1) University Admin can use the New button provided to create and submit a new Invoice to the
DFPS Contract Manager.

PN trvoeces.

Saarch this l . =
| dmm + Sorted by invance Mumber s Edtered by A1 imenites » Updated o minute ago Q, Search this kit & m - BIWEIE I 3
invaice Mumber + v | Quarter ~ | University Hame | Date of invosce w | treated Date v | Crested By w
| 1OOO000008 o Univeristy of Joshua Pands Whizom 10/8/2024 438 PM Josh Uni Tester -

2) Select the University if required, provide Date of Invoice and Quarter and Save
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Information

Invoice Number

*University Name Status

[ lSear(h Accounts... Draft

*Date of Invoice *Quarter

—None--

Payment Status

Not Paid

Amount Paid Paid Date

Cancel Save & New

3) Navigate to the Related tab of the Invoice and click New button. Click New button on the
Invoice Line Items to add Invoice line items.

Invoice
E -000000006 Edit Submit

DETAILS RELATED

[« ~| Invoice Line Items (0)

Files (0) Upload Files

Or drop files

4) Provide Student Name, Date of Disbursement, Stipend Amount of the Student, Semester of
Disbursement and click Save or Click Save & New to add one more Invoice Line Item.
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New Invoice Line Item

* = Required Information

Information
Invoice Line item Number
*Invoice Number
[ rosoooooos

* Student Name

Search Students...
Date of Disbursement.

Stipend Amount

Semester of Disbursement.

~None--

Inveice
Edit Submit

1-000000006

DETAILS RELATED

@ Invoice Line Items (1) New

Invoice Line ltem: Invoice .. Stipend Amount Last Name First Name

ILI-000000008 $2,000.00 Student Josh v
View All

Files (0) Upload Files

2, Upload Files

or drop files

5) Upload Invoice attachment by clicking on Upload Files of the Files section on the Related tab.
After providing all the details and attaching/uploading an invoice document, admin can click on

the Submit button.
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Upload Files

Contract Document Testing pdf
22K8

1of 1file uploaded

3.7 Reports

Limited reports are available for the University Admin. Reports can be viewed by either clicking on the
Reports picture or using the tab provided on the home page. Admin can click on the Report Name to
view the Report.

Recent Q search recent reports. e
tem
xxxxxxx Report Name Description v | Folder Created By Created on v | subscribed
Recent Stipend Program Status Report Title IV E UniversityAdmin/ROSA,  Teamforce Ser t 10772024, 147 AM -
Created by M
Private Report:
AlReports

nnnnnnn
Al Folders
Created by Me

Shared with Me
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Report: Students With Contract Documents

Stipend Program Status Report

Stipend Program Status by University

Record Count Universty: Account Name.

University of Margie @
[ University: Account Name 1 (=] 1e (7] Middle Name [<] LastName [<] SN [¥] Degree [5] DFesissce (5] Stipend [7] oate [7) 5]
[ University of Margie (2) - Smiths XXXXX3652  BSW DFPS Non Employee 1211202024 103172024
Do 0000 MSW DFPS DFPS Empioyee 202027

Total (2)

Row Counts ) Detail Rows

Subtotss (I Grand Total @D
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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 review and feedback

from the users.
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