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The Documents Tab

1. Log into your myRutgers account and open the financial aid portal by finding the My
Financial Aid widget, clicking on the documents tab, and clicking on any of the requested
documents.
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2. Click on the Documents tab.
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3. The documents tab will show you any documents needed to be reviewed, uploaded, or
submitted to verify your financial aid eligibility.
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Documents

Documents that have been requested or received to process your financial aid are listed in this page. Please review any documents requiring
your attention. You can also upload a non requested document.

Documents Requiring Attention

The following documents need immediate attention to continue processing your financial aid eligibility. If
you have any questions or concerns, please contact your financial aid office.

1. One of the following documents is required

DocumentName Owner Award Year Status Action Upload
IRSTaxRetum  Student 20222023 Requested Your 2020 tax return is required to complete your financial aid verification process. Your Individual Income Tax Retum is the annual +
1040 income tax return filed by citizens or residents of the United States and must be include all signatures of the tax filers, e
USTaxRetun  Student 20222023 Requested Your 2021 tax re to complete your financial aid verification process. A tax retum transcript should be requested from the N
Transcript IRS, which shows mc om your tax return (Form 1040) as it inally filed, including any accompanying forms and -

schedules. It does not reflect any changes you, your representative, or the IRS made after the retum was filed

2. One of the following documents is required

DocumentName Owner Award Year Status Action

Upload
Certificateof ~ Student Lifetime  Requested Confirm your citizenship status by submitting a signed copy of your Certificate of Naturalization S
Naturalization Document -
Birth Certificate ~ Student Lifetime  Requested You must provide a copy of your U.S. birth certificate. T
Document - |
Student  Life-time Requested Your United States passport is required to complete your financial aid verification process. A passport is an official 1
Document document issued by a government, certifying the holder’s identity and citizenship and entitling them to travel under its | -
protection to and from foreign countries and should contain the holder's name, place and date of birth, an issuing
g = =
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Documents

Documents that have requested or rec 10 process your financial aid are listed in this page. Please review any documents requiring
your attention. You can also upload a non requested document

Documents Requiring Attention

The following documents need immediate attention to continue processing your financial aid eligibility. If
you have any questions or concemns, please contact your financial aid office.

1. One of the following documents is required

DocumentName Owner  Award Year Status Action Upload
IRS Tax Retu St 22023 Rex Your 2 rification process. Your Individual Income Tax R W [ |
¥ 1
104( and must be in 05 of the tax -
S TaxRetum  Student 3 Requested Your 21 mplete your financial aid ven Vi dt ted from the + |

schedules. It does not reflect any chang

2. One of the following documents is required

Document Name Owner Award Year Status Action

Certificate of Life

Naturalization Docur

Requested nfitm your citiz

wship status by submitting a signed copy of your Certifica

Upload
of Naturalization [
&

Birth Certificate

Life-time Requested  You must provide a copy of your L

rth certificate.

Document

Passport
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5. Pay close attention to the Owner column which will indicate whether the information
requested in yours or the parent(s)/guardian(s) whose information is on your FAFSA.

qp KUI(‘IRS

Documents that have been requested or received to process

1. Documents Requiring Attention
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Documents

your financial aid are listed in this page. Please review any documents requiring your
attention. You can also upload a non requested document.

Documents Requiring Attention

The following documents need attention to your financial aid eligibility. If
you have any questions or concems, please contact your financial aid office.

There is no document history at this time.

6. The bottom of the screen will display a complete log of all documents submitted through
the financial aid portal.

Documents

Documents that have been requested or received to process your financial aid are listed in this page. Please review any documents requiring your

attention. You can also upload a non requested document.

Document Name Owner

US Tax Retum Parentl

Transcript

One of the following documents is required

RS Tax Retun 1040  Parent1 2022-

Documents Requiring Attention

The following documents need immediate attention to continue processing your financial aid eligibility. If
you have any questions or concerns, please contact your financial aid office.

Upload

opy of the 2020 IRS tax retum. For further instructions @

Award Year Status

Action

2022:2023 pts or a signed paper c

Your individual Income Tax Retum is the

f the xaxr‘v)év‘s

2023 ionproc

uired to compk i
annual income tax return filed and must include all schedules and signature

Document History
DocumentName Owner Siatus ReceivedDate  Comments

Your verification worksheet is required to complete
your financial aid verification process. Your
application for financial aid has been selected for
verification. Verification is a process mandated by
the U.S. Department of Education that requires the

Verification Student  Acceptable  Mar 4,2022
Worksheet
Dependent

(FAFSA) to this worksheet, and request additional
information if necessary.

Documents to Upload: JPEG, PNG, or PDF files of personal documents such as tax transcripts,
tax returns, non-filing statements, court orders, proof of citizenship, school transcripts, etc.

Documents to Submit: Forms to fill out for the Office of Financial Aid, such as the Verification
Worksheet Dependent or the Verification Worksheet Independent.
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Uploading a Document to the Financial Aid Portal

If you are required to upload a document, such as a passport or tax documents, click the

Upload button next to the document name to upload a JPEG, PNG, or PDF copy of your
document.
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Documents

Documents that have been requested ot received to ur financial aid are listed in this page. Please review any documents requiring
your attention. Yo upload 3 non requested document

Documents Requiring Attention

The following documents need immediate attention to continue processing your financial aid eligibility.
If you have any questions or concerns, please contact your financial aid office.

One of the following documents is required

Document Name Owner  Award Year Status Action

Student Lifetime  Requested Confirm your citizenship status by submitting a signed copy of your Certificate of Naturalzation
meat

Student Lifetime  Requested Youmust provide a copy of your U.S. birth certificate

Document

Passport Student Lifetime  Requested

Document

There is no document history at this time.

Click the Upload File button and select the file from your computer you wish to upload.
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cancel (TN
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3. After uploading the document, enter the document data, such as your name, date of birth,
gender, expiration date, issuing agency, and ID number.

s from the about your elighle noncitizen stat tus.
Status Processing

Enter Document Data

FirstName *

IRE / FIRMA DEL TITULAR

LastName *

Date of Birth *
MM-DDYYYY
Gender *

Select (e

Expiration Date *
MM-DDYYYY
Issuing Agency *

Seloct One

1D number *

4. Click the Upload button.

Z

e [ - |

5. A confirmation of submission pop-up will appear. Click OK and you’ll be redirected to the
documents tab.

& Document Upload

Your document has been sent!
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The document submitted will then appear in the Documents History section of the

documents page.

6.
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Documents

your attention. You can also upload a non requested documen

There are no pending document requests at this time.

Document History
Update Document

Document Name Owner Status Received Date Comments

Student Acceptable Mar3,2022  Your United States passport is required to > ‘
complete your financial aid verification P
process. A passportis an official document
issued by a government, certifying the
holder's identity and citizenship and entitling
them to travel under its protection to and
from foreign countries and should contain
the holder's name, place and date of birth,
an issuing agency and an expiration date.

Passport
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Submitting a Document to the Financial Aid Portal

1. If you are required to submit any documents, click the Submit Document button next to the
document name to begin entering the requested information to complete the document.
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Documents

Documents that have been requested or received to process your financial aid are listed in this page. Please review any documents
requiring your attention. You can also upload a non requested document

Documents Requiring Attention
The following documents need immediate attention to continue processing your financial aid
eligibility. If you have any questions or concemns, please contact your financial aid office.

1. Documents Requiring Attention

Document Name Owner Award Year Status Action Submit Document

rksheet is required to complete your financial aid verification process. Your application for financial |
ad for verification. Verification is a process mandated by the U.S. Department of Education that -
requires the school to compare the information you reported on your Free Application for Federal Student Aid (FAFSA) to

Verification Worksheet Dependent Student 2022-2023 Requested Your verification

this worksheet, and request additional information if necessary.
Non-filing Statement - Rutgers Student 2022-2023 Requested Your non-filing statement is required to complete your financial aid verification process. A Verification of Non-filing
(VNF) should be requested from the IRS stating that you have not filed an IRS income tax return for the requested tax Cand

yearIf you are not able to obtain a VNF from the IRS or relevant tax authority, you may submit a statement certifying your
attempt.If you are a dependent student, you can provide a statement certifying your non filing status, and are not
required o request a VNF from the IRS or relevant tax authority.

2. One of the following documents is required
Document Name Owner Award Year Status Action Upload

USTaxRetum  Parentl 2022-2023 Requested
Transcript

fication process. A tax return transcript should be requested from the IRS, which ‘E’

ally filed, including any accompanying forms and schedules. It does not

e, or the IRS made after the return

IRS Tax Retum  Parent] 20222023 Rex
1040

2. For example, the Verification Worksheet Dependent form is a 4-part form that asks you to
validate information input in your FAFSA, and manually input specific data to further
verify your financial aid eligibility.

a. Section 1 will require you to verify your household information, such as your
parents’ marital status, the number of people in your household (whoever is
included in your parents’ annual tax reporting), how many people in your
household are attending college (not including your parents), and then the names
and school information of those attending college in your household.

Upload Documents

Upload a Requested Document

Your 2022:2023 Free Appkau)n foe Federal <mmm A.d (FAFSA) was selected for verification. This verfication process companes the information you submitied on your FAFSA

with the information ts in a comection, you will receive a new Student Ald Report. To continue the processing of your
lmd'msdadmmﬂmem oy Yous will nct be. financial aid untd alf requested information has been submitted
20d peocessed.

Household Information

Please note: Parents may not be 4int $ go. List & coflege for househoid mermbers wh wilbe e @ at beast half

Whiat is your Pacents Marital Satus?®  wtacried/Remartied .
Parent's Number of Famy Members *
Pacent's Number in College®

Chooseanoption  Name Age Relaticnship College
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b. Section 2 will ask you to verify whether or not you submitted a tax return the year
prior. If you did not file a tax return, select the first option. If you filed a tax return,
select the second or third option. In doing so, you are acknowledging that you will
need to submit additional documents to verify your financial aid eligibility, such as
W2s or 1099s from your employer.

Student Tax Information

The 2022-2023 FAFSA requires 2020 tax information. If you filed a 2020 federal tax return, you will be requested to submit
applicable tax documentation

Choose the option that applies

c. Section 3 will ask you to verify whether or not your parents submitted tax return
the year prior. You should select the option that best applies to your family. If you
select option 1, you likely will not need to submit further documents as this
information is included in your FAFSA. If you select option 2 or 3, you may need to
submit additional documents to verify your financial eligibility.

Parent Tax Information

The 2022-2023 FAFSA requires 2020 tax information. If your parents filed a 2020 federal tax return, you will be requested to
submit applicable tax documentation. Please notify the financial aid office if your parents filed separate IRS income tax returns
for 2020 or had a change in marital status after December 31, 2020.

Choose the option that applies

My parents have used the IRS DRT in FAFSA on the Web to transfer 2020 IRS income tax return information into my FAFSA

My parents are unable or choose not to use the IRS DRT in FAFSA on the Web. Parents understand that the school may require that additional
2020 tax documents are provided to verify financial aid eligibility.

My parents filed an Amended IRS Income Tax Return, were Granted a Filing Extension by the IRS, were victims of IRS Tax-Related Identity Theft,
or filed a Non-IRS Income Tax Return. The parents understand additional documentation will be requested to verify my financial aid eligibility.
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d. Section 4 will ask for your electronic signature and electronic consent. You will be
asked to read the consent message and select | Accept. To e-sign the document,
input your student ID, last name, one parent’s last name, and the last four digits of
that parent’s social security number and date of birth.

Electronic Signature Consent

By selecting the "I Accept” button, you are signing this document electronically. You agree your electronic signature is the legal
equivalent of your manual/handwritten signature on this document. You further agree that your signature on this document
(hereafter referred to as your "E-Signature") is as valid as if you had signed the document in writing. You also agree that no
certification authority or other third party verification is necessary to validate your E-Signature, and that the lack of such
certification or third party verification will not in any way affect the enforceability of your E-Signature or any resulting agreement
between you and the Rutgers Office of Financial Aid. You are also confirming that you are the student authorized to provide the
data in this document. By electronically signing documents, you agree to all the terms and conditions of such documents as they
exist on the date of your E-Signature.

| ACCEPT

* *
{ Enter Student ID } Enter Student Last Name }
* *
{ Enter Student ID } { Enter Parent Last Name }
* *
{ Enter Parent SSN (Last 4 digits) ] { Enter Parent Date of Birth (MM/DD/YYYY) }
No SSN?

Please Note: If your parent does not have a social security number, click the No SSN button to
override it.

e. Once all information has been input, the Sign and Finish button will unghost and

you can submit the document.
El ic Sig C

By selecting the "I Accept” button, you are signing this document electronically. You agree your electronic signature is the legal
equivalent of your manual/handwritten signature on this document. You further agree that your signature on this document
(hereafter referred to as your "E-Signature”) is as valid as if you had signed the document in writing. You also agree that no
certification authority or other third party verification is necessary to validate your E-Signature, and that the lack of such
certification or third party verification will not in any way affect the enforceability of your E-Signature or any resulting agreement
between you and the Rutgers Office of Financial Aid. You are also confirming that you are the student authorized to provide the
data in this document. By electronically signing documents, you agree to all the terms and conditions of such documents as they
exist on the date of your E-Signature.

| ACCEPT

|
' Enter Student ID ‘ Enter Student Last Name

’ Enter Student ID [ Enter Parent Last Name

*
Enter Parent Date of Birth (MM/DD/YYYY)

l Enter Parent SSN (Last 4 digits)

No SSN?
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3. A confirmation of submission pop-up will appear. Click OK and you’ll be redirected to the
documents tab.

& Document Upload

Your document has been sent!

4. The document submitted will then appear in the Documents History section of the
documents page.
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Documents

Documents Requiring Attention

The fs g need attention ing your financial aid ebgibiity. If
you have any questions o concems, please contact your financial aid office

1. One of the following documents is required

Document History

Received Date  Comments
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Resubmitting Documents to the Financial Aid Portal

Once you submit a document, it will remain in a “received” state until a Financial Aid
administrator reviews it. After they’'ve reviewed it, they will give it an “acceptable” or an
“‘unacceptable” state. If a document is given an “unacceptable” or “rejected” state, you will be
able to resubmit the document and view comments on the document from the Financial Aid
administrator who reviewed it.

1. Log into your myRutgers account and open the financial aid portal by finding the My
Financial Aid widget, clicking on the documents tab, and clicking on any of the requested

documents.
) LI R Sz { Submitanew seifscreensurvey | E u S
e \ ‘ UL
= _— @ |ﬂ| ‘Q : 0 Van Nest Hal

2. Click on the Documents tab.

g‘"s [QJTGERS = HOME |f- DOCUMENTS [.! NOTIFICATIONS & FINANCIAL ! MESSAGES .
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3. Click the “Submit Document” button next to the document labelled “unacceptable.”

Documents

Documents that have been requested or received to process your financial aid are listed in this page. Please review any documents requiring your
attention. You can also upload a non requested document.

Documents Requiring Attention

The following documents need immediate attention to continue processing your financial aid eligibility. If
you have any questions or concemns, please contact your financial aid office.

1. Documents Requiring Attention

Document Name Owner  Award Year Status Action Submit Document
US Tax Return Transcript  Parentl  2022-2023  Unacceptable | Y
)
)

Document History

DocumentName Owner Status Received Date Comments

U.S. Birth Student  Received May 5,2022  Youmust upload a copy of your U.S. birth certificate.
Certificate

11
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The top of the page will show you the Financial Aid Advisor comments and the date the
comment was left. These comments will tell you what to change in your document to
make it acceptable by the reviewer.

a. If there are no comments, the document may not have been reviewed yet. Contact

your region’s One Stop to get assistance.

Upload Documents

Upload a Requested Document

Upload the requested 2020 federal tax return transcripts or a signed paper copy of the 2020 IRS tax return. For further instructions visit
https://scarlethub.rutgers.edu/financial-services/tax-transcript/

Document Name owner(s) Award Year Status File

US Tax Return Transcript Parent1 20222023 Unacceptable l |
REPLACE DOCUMENT FILE

l ADD ADDITIONAL PAGES |

Financial Aid Advisor Comments

Document Comment(s) Comment Date

All numbers were left blank. Please filin appropriate metadata information and resubmit the document. 5/12/22, 446 PM

If you need to replace the document, click “Replace Document File.” If you need to add
additional pages to your document submission, click “Add Additional Pages.” Keep
clicking “Add Additional Pages” to upload all pages necessary for your document
submission. Remember: all files must be in a JPEG, PDF, or PNG file.

Upload Documents

Upload a Requested Document

Upload the requested 2020 federal tax return transcripts or a signed paper copy of the 2020 IRS tax return. For further instructions visit
https://scarlethub.rutgers.edu/financial-services/tax-transcript/

Document Name owner(s) Award Year Status File

US Tax Return Transcript Parent1 20222023 Unacceptable I ]
REPLACE DOCUMENT FILE

| ADD ADDITIONAL PAGES ]

Financial Aid Advisor Comments
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If you don’t need to upload a replacement document, but need to adjust the metadata,
scroll down the page and update the information in the boxes provided.

Enter Document Data
Tax Form Type *

U.S. Territory Tax Return

ADJUSTED GROSS INCOME PER COMPUTER *

0000
INCOME TAX AFTER CREDITS PER COMPUTER minus EXCESS
ADVNACE PREMIUM TAX CREDIT REPAYMENT AMOUNT *

0000
(TOTAL IRA DISTRIBUTIONS minus TAXABLE IRA DISTRIBUTIONS) plus
(TOTAL PENSIONS AND ANNUNITIES minus TAXABLE
PENSION/ANNUNITY AMOUNT) (exclude rollovers) *

0000
KEOGH/SEP CONTRIBUTION DEDUCTION plus IRS DEDUCTION PER
COMPUTER *

0000

TAX-EXEMPT INTEREST *

0000

EDUCATION CREDIT PER COMPUTER *

0000

Filing Status *

Married Filing Jointly

Signature Date

05-12-2022 n

nue Service
ity b

This Product Conteins

Tax Return Transcript

jensitive Taxpayer Data

Click “Continue” to complete the document resubmission process, or click “Cancel” to
cancel the resubmission process and return to the Documents Tab.

Enter Additional Comments (Max 255 characters)

e m
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8. The resubmitted document may still appear in the Documents Tab under “Documents
Requiring Attention,” but your Financial Aid Administrator will receive the updated
document in the admin portal. They will review the document again and update the
status. If you need the document reviewed immediately, you can contact your region’s

One Stop to let them know you’ve resubmitted the document.
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