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The Documents Tab

1. Once you have been granted Authorized User access by a student and created your Community ID,

log in to your myGuest dashboard at my.rutgers.edu and click on the student card to launch the
student dashboard.

myRUTGERS

Need help logging in?

Conyriaht © Rutgers, The State University of New Jersey, All tights reserved,

2. Locate the financial aid widget labelled My Financial Aid. To view required documentation, click

Documents (within the widget) and then click Requested next to any of the documents listed. This
will take you directly to the financial aid portal.

a. Note: you will only be able to complete this step if the student granted you access to view
their financial aid information
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3. Click on the Documents tab.

&JTGERS % HOME F’ DOCUMENTS INOT\FICAT\ONS FINANCIAL = MESSAGES

Required Financial Aid Actions

Always close your web browser when you are done viewing your financial aid information, especially when using shared computers/kiosks. If you fail to close
your browser, a subsequent user may inadvertently access your financial aid infermation.

Do not bookmark URLs found in this portal. Using bookmarks will direct you to a page that is not compatible with NetD login. Always log in to the myRutgers
dashboard and use the My Financial Aid widget to access your financial aid information

1 BECOME FINANCIAL AID ELIGIBLE

2REVIEW/ACCEPT YOUR FINANCIAL AID AWARDS

3RECEIVE YOUR FUNDS

© 2022 Rutgers University All rights reserved Powered by Oracle

4. The documents tab will show you any documents needed to be reviewed, uploaded, or
submitted.

N
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WELCOME © ADMITTED/NOT STARTED IN BACHELORS:

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 fi ing need i i ttention to continue pr ing 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
IRS TaxReturn  Student 2022:2023  Requested Your 2020 tax return is required to complete your financial aid verification process. Your Individual Income Tax Retum is the annual T
1040 income tax return filed by citizens or residents of the United States and must be include all signatures of the tax filers. o
US Tax Return Student 2022-2023 Requested Your 2021 tax retum is required to complete your financial aid verification process, A tax return transcript should be requested from the +
Transcript IRS, which shows most line items from your tax return (Form 1040) as it was originally 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
Certificate of Student Lifetime  Requested Confirm your citizenship status by submitting a signed copy of your Certificate of Naturalization ‘ 1 ‘
Naturalization Document [ &= |
Birth Certificate  Student Life-time Requested You must provide a copy of your U.S. birth certificate. ( 1
Document | & |
Passport 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
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5. The center of the screen will show any documents requiring attention.

g
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WELCOME © ADMITTED/NOT STARTED IN BACHELORS:

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 req! d 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
Jent ); [
[ &
dont ’ ~
e
2. One of the following documents is required
Document Name Owner Award Year Status Action Upload
Requested Confirm your citizenship status by submitting a signed copy of your Certificate of Naturalization "
&
Birth Certifical q 4 You must provide a copy of your U.S. birth ¢ )
&
Passport Requ g 1
&

6. Pay close attention to the Owner column which will indicate whether the information
requested is yours (the parent/guardian) or the student’s.

a“p"”f m ITG ERS HoMe ODOCUMENTS = NOTIFICATIONS FINANCIAL MESSAGES :
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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 concems, please contact your financial aid office.

1. Documents Requiring Attention

Document Name Status Action Submit Document
Parent Marital Status Lene Requested \z]
Foreign Tax Transc

]
]
]

There is no document history at this time.
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7. 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.

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 Upload
US Tax Retum Parentl 20222023 Requested Submit your parents 2020 federal tax retumn transcripts or a signed paper copy of the 2020 IRS tax retum. For further instructions
Transcript visit https://scarlethub.nuigers.edu/financial-services/tax-transcript/
RS Tax Return 1040 Parent] 2022-2023 Requested  Your 2020 tax return is required to complete your financial aid verification process. Your Individual Income Tax Retum is the
annual income tax return filed and must include all schedules and signatures of the tax filers.

Document History
DocumentName Owner Stalus ReceivedDate  Comments
Verification Student Acceptable  Mar4,2022 Your verification worksheet is required to complete
Worksheet your financial aid verification process. Your
verification. Verification is a process mandated by

the U.S. Department of Education that requires the
school 1o compare the information you reported on
your Free Application for Federal Student Aid
(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

1. If you are required to upload a document, such as tax documents, click the Upload button

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

(OHOME ODOCUMENTS © NOTIFICATIONS & FINANCIAL &% MESSAGES .

. =4
© ADMITTED/NOT STARTED IN BACHELORS:

cuments

d to process your financial aid are listed in this page.
y ntion. You can also upload a non requested docume:

Documents that have been requested o

jew any documents requiring

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

DocumentName Owner  Award Year Status Action

There is no document history at this time.

2. Click the Upload File button and select the file from your computer you wish to upload.

N
ap NJTGERS 1®HOME 0DOCUMENTS £1 NOTIFICATIONS & FINANCIAL & MESSAGES .

LWELCOME: © ADMITTED/NOT STARTED IN BACHELORS:

Upload Documents

Ownerfs) Award Yoar

[ e ]

Financial Ad Process in dommation
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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.

IRE / FIRMA DEL TITULAR

4. Click the Upload button.

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.

% RUTGERS

© ADMITTED/NOT STARTED IN BACHELORS:

1OHOME [ ®DOCUMENTS NOTIFICATIONS & FINANCIAL MESSAGES .

L WELCOME

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 uploa document

There are no pending document requests at this time.

Document History

Received Date Comments Update Document

Your United States passport is required to r ‘
complete your financial aid verification ==
process. A passport is an official document
issued by a govemment, 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.

Document Name Owner Status

Passport  Student Acceptable  Mar3,2022
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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. You may also be asked to upload supporting documents.

EB m,l lGhRS eHOME oDCICUMEN(S NOTIFICATIONS £ FINANCIAL MESSAGES .
A &

Documents

Documents that have been request process your financial aid are i page. Please review any documents
requiri You can also upload a non req cumy

Documents Requiring Attention

g d ittention to continue processing your financial aid
eligibility. f you have any questions or concerns, please contact your financial aid office.

1. Documents Requiring Attention

Submit Documen t

2. One of the following documents is required

DocumentName Owner ~Award Year Status Action Upload

USTaxRetum  Parent] 20222023 Requested

IRS TaxRetum  Parent] 20222023 Reque
1040

2. You will be asked for your electronic signature and electronic consent. You will need to
read the consent message and select | Accept. To e-sign the document, input the
student’s information (student ID, last name) your last name, the last four digits of your
social security number and your date of birth (assuming you are the parent whose
information is on the student’'s FAFSA).

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

b. Once all information has been entered, the Sign and Finish button will unghost
and you can submit the document.

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.

‘ I ACCEPT

Enter Student ID \ Enter Student Last Name

Enter Student ID | [ Enter Parent Last Name
L

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

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.

W
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WELCOME!

© AANTTED/NOT STARTED IN BACHELORS:

Documents

Documents Requiring Attention

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

1. One of the following documents is required

Document Name Owner  Aword Yesr  Status Action Uplos

Document History

Document Name Owner  Status Received Date  Comments




