With Verify My Application, you will be able to:

- Complete financial aid forms on your phone, tablet, or computer
- Securely upload documents from any device

- E-sign documents — both you and your parents!

- Manage your financial aid tasks online

- Receive automated reminders about outstanding tasks and document review

How will I know if I have requirements to complete with Verify My Application?

You will receive an “Unsatisfied Financial Aid Requirements” email notification (sent to your
college zonemail), with instructions to log in to CLASS-Web to review and complete your
unsatisfied financial aid requirements.

If you have a “Verify My Application” unsatisfied requirement, you will need to complete the
verification requirements through Verify My Application. Clicking on the requirement will
automatically direct you to the Verify My Application webpage.

You may have additional non-verification requirements in CLASS-Web
that you will also need to complete!



Student Account Creation

The first time you click on Verify My Application in CLASS-Web, you will be required to create an

account.
You will only have to do this one time.

Once your account is created, you can access Verify My Application automatically each time you log in

to CLASS-Web.

Bdas a shurderd? Cregte Porent Adocur

- LAS POSITAS "~ B

COLLEGE

Corluremn ernail

L IO LS e P LIPS Ve o0kl SATHTILS

" roabe pansee i Pastword requirements

Lorfurm parspweond

Usernamee
Confirm Student Information
b
r':'IEUt L.|5|_'|r‘\.|]| Ll = Bl oo i praciglng! an P Sy Bokes st meioh anlormeton prowvidod oo the
Fll'l:rh‘lm d Ferwe Applcation for Fedieral Shugipem Aid (RAFSAL Pleaur s oy recr sy
CENTECE AT S D O e T i o th FAFSA

Wi'te b | hawer: 10 Drorviche Ehin®

Firit ruwmg
Forgot Password?

Last runimee

Login
Date ol Bnth

Create Account

Swpt il pprar ihy b

= | sccepd She Dy IDOlCY

Helpful Tip!
You can use any email address you choose as your Preferred Email
Example: Ipcstudent@gmail.com or Ipcstudent@zonemail.clpccd.edu

You will be opted in to receive SMS text messages from the Financial Aid Office if you
provide a cell nhone #.




Verification Tasks Page

The Student Tasks page lists the items the Financial Aid Office needs you to complete for the
verification process.

(Screen shots shown are examples used for instructional purposes only)
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Some tasks will require you to fill out information, while others may ask you to upload documents (such as a
tax return transcript). You may even be instructed to log back into your FAFSA to make necessary corrections.
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CLICK THE SUBMIT BUTTON (at the bottom of the task page) to submit your completed tasks to the Financial Aid
Office.

e The message at the top of your tasks page will update to show the current status of your file.
e You will receive at your preferred email address: 1) Reminder Notifications, 2) Account Creation
Notifications, and 3) File and Document Review Notifications from NoReply@Ilaspositascollege.edu.

The email could go to your junk or spam folder — so please check your spam folder for notifications from
NoReply@Iaspositascollege.edu and add this sender to your contact list.




E-SIGN for Independent Students

With Verify My Application, you have the ability to electronically sign (e-sign) your Financial Aid
documents, instead of having to print them out and sign them.

Create a PIN
The first time you use E-Sign, you will be required to Create a PIN and Accept Terms & Conditions.

Create a 5-digit PIN Accept Terms and Conditions
Certification and Signatures _ .
) _ Terms and Conditions
Eath person signing this workshes! cenhis that al of the infornation repaned on £is complite nd comect. WARNING: f you purpesaly

give false or misleading infarmation en this worksheat, you may be fined, be sentenced t fall, or both.

The student and sne parent must sign and date.

Consent to Use of Electronic Signatures
Electronic Sighatures

Federal law requires your consent to use electronic signature for docurmentation
and records ["Electronic Documents™) that would otherwise be legally effective
Shadents Signature Date onlyif prowided to wou in a printed/written paper document.

"Electronic Documents” include the documents you may save on ywour computer,
attach to e-mail or are generated through the wuse of web forms. They can typically

Paeent's Signaturs Date be printed aut, but exist independently inanelectronic formon your computer

Bty clicking in the box rmarked ©| agree” at the bottom of this page vou consent to
use of electronic signatures ratherthan paperdocuments for the forms provided on
e, ” rpopemes, this web site [the “Site’). You are also confirming that you have the capabilities to
receive and review alectronic records and that you hawe an activeemail account.

You understand that your electronic signatune is legally binding just as if you had

*ESignPIK
r = signed 3 paperdocurment. Yourconssnt to usselectronic signstures and documents

appliesanly to materialz generated on the Site

Identification Authentication and Security

Opl ouf of E-Sign @
Identity authentication iz requined prior to use of an electronic signature The Site
will confirm your identity by authenticating data provided by wou with data
rmaintained by an independent source Once your identity has been confirmed you
e may be required to create 3 Personal Identification Mumber [E-Sign PIM) for the
Site dou should leen wour ussrfame oassword, and E-Sign PIM iafermation

Once the form has been correctly filled out enter your pin in the e-Sign box and then select
the e-sign button.

e You have the option to opt out of E-Sign. Doing so will require you to print the form, sign, and upload it
back into the system. Once, you opt out of e-sign, the E-Sign button changes to a download button

¢ If you need to make any changes to a document before signing, you can do so by selecting the section links
on the left side of the screen (you cannot make changes while in the Review & Sign screen).

Demographics

Household

Parent Taxes
?  Review &Sign

e If you have forgotten your e-sign pin, you can reset it by selecting the Forgot my E-Sign PIN
link above the e-sign box on the review and sign screen of the web form.



E-SIGN for Dependent Students

With Verify My Application, you AND your parent both have the ability to electronically sign (e-sign)
your Financial Aid documents, instead of having to print them out and sign them.

Student Signature

Note: Student and parent both have to use E-Sign OR they both have to
upload a signed hardcopy of a document (the student cannot choose
one option and the parent another).

Create a PIN
The first time you use E-Sign, you will be required to ‘Create a PIN” and ‘Accept Terms & Conditions.’

Create a 5-digit PIN Accept Terms and Conditions

Certification and Signatures

Terms and Ce
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The student and sne parent must sign and date.

Consent to Use of Electronic Signatures
Electronic Sighatures

Federal law requires your consent to use electronic signature for docurmentation
and records ["Electronic Documents™) that would otherwise be legally effective
Shuderits Sgnahre Coate only if provided to you in a printed/written paper document.

"Electronic Documents” include the documents you may save on ywour computer,
attach to e-mail or are generated through the use of web formes. They can typically

Paeent's Signaturs Date be printed aut, but exist independently inanelectronic formon your computer

Bty clicking in the box rmarked ©| agree” at the bottom of this page vou consent to
use of electronic signatures ratherthan paperdocuments for the forms provided on

this web site [the “Site’). You are also confirming that you have the capabilities to
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e You understand that your electronic signature is legally binding just as if you had
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appliesanly to materialz generated on the Site
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Identity authentication iz requined prior to use of an electronic signature The Site
will confirm your identity by authenticating data provided by wou with data
rmaintained by an independent source Once your identity has been confirmed you
e may be required to create a Personal Identification Mumber [E-Sign PIM) for the
Site dou should leen wour ussrfame oassword, and E-Sign PIM iafermation

Once the form has been correctly filled out, enter your pin in the e-Sign box and then
select the e-sign button.

e You have the option to opt out of E-Sign. Doing so will require you to print the form, sign and upload it
back into the system. Once, you opt out of e-sign, the E-Sign button changes to a download button.

e If you need to make any changes to a document before signing, you can do so by selecting the section links

Demographics

Household

Parent Taxes
>  Review &Sign




on the left side of the screen (you cannot make changes while in the Review & Sign screen).

e If you have forgotten your e-sign pin, you can reset it pin by selecting the Forgot my E-Sign PIN
link above the e-sign box on the review and sign screen of the web form.

E-SIGN for Dependent Students (continued)

Parent’s Signature

After you (the student) E-sign, you will be presented with a step to request your parent’s signature.

OYou have E-Signed this form. A parent E-Signature is also required. Click the "Request” button +
to the right to request the E-Signature. This form will no longer be editable while awaiting the

parent E-Signature. Otherwise, return to the form by clicking the *Fill Out” button to the right

and select "Opt out of E-Sign” in the Review & Sign section to download the form, complete all

signatures, and upload the signed form.

# Request

Select the parent that you want to send an email request to review and sign your completed
documents.

Helpful Tips!

Request Parent E-Signature

e Only the parent that you send the request to, will be able

Please select a parent to request the parent E-Sign for the 2018-2019 Dependent to create an account and E_S/'gn documentsl
Verification Web Form. Only parent(s) listed on the SAR will appear as an option.

* Required

Farant2=E DEFENDENT e The parent you select must have passed the SSN match on

your FAFSA, or you won’t be able to send that parent a
request.

Parent 2 - T DEPENDENT

* Parent's e-mail address

* Confirm e-mail address

e [f neither parent passed the SSN match, you will not be
able to use E-Sign.

—m Cancel e The parent’s email address cannot match the student’s.

Once your request is sent, your parent will receive an email containing a link to create an account.

See Instructions for Parent Account Creation

Canceling or editing your request to your parent

Once your request is sent to your parent, you can longer edit your document unless you cancel the
request. To cancel, selects the cancel request button. If you need to edit your request, select the edit
request button. Please Note: If you cancel the request, your parent will not able to create an account
or be able to see the document to e-sign until you send the request again.



Parent Account Creation

Parent, you should have received an email request from your student asking you to review and sign
your student’s completed financial aid documents. Click on the link provided in the email so that you
are taken directly to the create account screen.

Click Create Account Enter ALL required information

‘arent Account

Secure Parent Login

YWour student has requested your C-Signature on a farm far student
fAnancial aid purposes. Pleaze enter the fol owing information to create
ar gccount to E-Sigr the form. For the First Mame enter the full legal first
NeErme:,

Jdzername Forgot Lisername?

* Regulrad
* Preferred emal

Pazsword

* Canfirm emazil

il .
Lagin * Choose username Jserrame requiremerts

Create Account

- Crezle password Password requirements

Mol a parent? Studeni Login

* Confirm pessword

Confirm Parent and Student Information

Confirm Student Information

Confirm Parent Information

Information provided in the felds below must match information provided on
the Free Application for Federg! Student Ald (FAFSA). Please make any
necessary eorrechions o ensive an exact match to the FAFSA,

Information grovided in the fields below must match information provided on
the Free Application for Federal Student Aid (FAFSA). Please make any
necessary corrections to ensure an exact match to the FAFRSA,

Why do | have to provide this?

Why do | have to provide this? v Student's first name

* Parent’s first name

vStudent's last name

*Perent's laslnzme
*Student's date of birth
* Perent's date of birtk

*Student's social secur’ty number

* Parent's social security number

After you create an account, you will have the opportunity to preview and sign the document.




See instructions for Parent E-Sign

Helpful Tips for Parents!
e |f you have more than one student attending Las Positas College, you must create an account for each student
(your username must be different for each account created).

e You cannot create an account or view documents for e-signature until the student emails the e-signature
request to you.

E-SIGN for Parent
Parent, after you have created the account and logged in, you will have the opportunity to preview the
document in the Parent E-Signature portal:

Select the Preview button

Parent E-Signature Forn

Welcome tathe Parent E-S'gnature Portal for KLINTOMN DEPENDENT's appl’cation for financiz| aid 2t Campuslagic Training, You have
been Invited by KLINTOMN ta E-Sign a formis) required to complete the application.

Below is a Iist of the form(s) that require & parent signature. Click the "Preview" button by each form to complete the E-Signature
process or view additional options. You must repeat the process for sach form. If additional forms require a parent E-Signature, then a
new email will be sert to the address received from KLINTON,

Cantact KLINTOM if yau have any addit onal questions,

2018-2019

A018-2017 Dependent Varification Wen Form _>m

E-Sign Password:
If everything looks correct, you can enter your password (created during account creation) into the e-

sign password box and select the e-sign button.
You will receive a success message once the e-signature is applied. Your student will receive an

email and/or text message after you e-sign the document.




aining 2018- 2017 Verlfication Wor ksheet
Dependent Student

(B02y S43-13080
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Vs 20168-2019 Free Apphiaton for Federsl Sudent Ald (FAFSA] wad selected for review in & proceds caled verifcaton. The lew
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Form Mot Basitan prowdes i on this woreshest and with amy cther requiced docurments I bare are cfferences your FAFSA informatian many ne DOE OUE of E-Sign Button provides
Ind e o rrection to the form s . Eormation | & parent dose mot want to e-
S e d, You and a least one parent must complate and sign this worksheet, aftach amy required documents, and submit :' n 1 |lﬂ PI not &- 7=

recuired, the shusdent musi:
T e e Bt reqelred documents to e Anancial s adminaratsr 8 your sehool. Your school may ass for asdtional infarmatsreguires the student to
2 ) Edlit wielaFoemn estiores about venfication, contact your finencisl sid administrator &% soon as possbie w0 that yoor fnancial sid wil 1) Cancel o-sign reguest
2 ) B v o B0 ol of &-sgn

F ) Snudent &-@ng
+§ Then resend for LT 3) Student follows opt out of e steps
ﬂ"lf.-:r'l-'n"'n'lr ﬁ

EPENDENT KELINTON 1810
% fudeat’s Lant Name Student's Finst Name Student's |10 Mumbser

B0y 5551234 ]
pudent’s Phone humber Swdent's Date of Bith

Mumnbar of Housshold Members: List below $e peopls in your housshold, Includs:

= The student

Form Mot Approved B E-Slgn Pasvword: n Opt Out of E-Sign

Form Not Approved:
Only click this button if you do not approve of the information on the form. This will let your student

know there are corrections needed. Your student will have to edit the form and resend for parent

signature.

Opt Out of E-Sign
Only click this button if you do not want to e-sign the document. If you opt out of e-sign, your student

must also opt out of e-sign, and will have to follow opt out of e-sign steps.
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