—
=
-l

L

ELECTRONIC FORMS
STUDENT USER GUIDE




Contents

HOW 10 ACCESS REQUITEA FOIMS ...ovviviiiieeveierirrereeseseesnesseresssssssesassessessssessssssassessessssesssssssesssessssesssassasassses 2
HoW to COMPIEte EIECEIONIC FOMMS ..cvcvieeeerieceenresceneree s essese s sesese s sesesssassesassssesessssssasssssssasassens 4
How to E-Sign and SUbMIt EIECErONIC FOIMS .euiecrceeececeictcrcceerec st se e s sesassseseenesesssnssesesssnesnesssanns 6
How to access an Incomplete Form that | saved arlier ...t e 8
How to Complete Forms that require Parent INnformation ... ceceesececceictse et esee e 10
How to submit corrections and fix errors on a form when returned for review/rejected .................. 14

a) By Parent (Dependent STUAENTS ONIY) ..o er s s ees s seesesens 14

b) By Student FINANCIAI A .....oueveeeiererieree e senesesssesssessssssessssssesssssesesnsseseenes 14

How to edit/update information after submitting @ form ... 15

l|Page



How to Access Required Forms:

1. Access the requested Financial Aid forms in Ow| Link
2. On the Owl Link Home page, click on Financial Aid.

Hello, Welcome to Owl Link!

Choose a category to get started.

o Student Finance ® Financial Aid
Here you can view your |atest statement and make a payment online. Here you can access financial aid data, forms, etc.
LJ. Tax Information ‘6 Banking Information

Here you can change your consent for e-delivery of tax information. Here you can view and update your banking information.

3. Once on the financial aid page, select the appropriate aid year from the drop-
down list, if the default aid year shown is not correct.

4. Look for the ‘You have missing documents!” message. Click the ‘Complete
required documents’ link.

Select an Award Year:

2021-22 V‘

Your mast recent Satisfactory Academic Progress (SAP) evaluation has a(n) C19 Attempted Credits status. Please contact your Financial Aid Counselor if you need further assistance.

You have missing documents! ‘ Average Aid Package ) Student Finance Account Summary
d =
i A% In order ta complete your financial aid This chart represents the average financia = Amount $0.00
4088 application some additional documentation aid award package that students receive at v Due
is required before the Financial Aid office can Ellucian University. Depending on @ number - .
evaluate your information. of factars, your aid package may be different. Amount 50.00
Overdue
Complete required documents 5,000.00 in Loan
plete req B 35,000.00in Loans Total 50.00
B $1,000.00in Scholarships Amount
B $5,700.00in Grants Due

Go to Account Summary

5. The items listed will need to be submitted. You can access the forms and or
instructions by clicking on the links.
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https://pgcc.onbio-key.com/_layouts/PG/login.aspx?ReturnUrl=%2Fsso%2Fgo.ashx

Select an Award Year:| 2021-22 V|_

Document Explanation Due Date Status Attachments
Sty 2019 Tax We need a copy of your 2019 Federal Tax
Transcript Transcript. Please call the IRS at 1-800-829-

10440 or go to www.irs gov to obtain a Tax .

maore

IRS Tax Return Transcript

Independent Please complete all sections of the 2021-2022
Werif Whst Independent Verification Worksheet
({including signature) and submit to our office,

Independent Verification Warksheet

6. If the form is set up to complete electronically, it will open in a new tab for you
to provide information, electronically sign, and submit.
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How to Complete Electronic Forms:

1. The electronic forms will have your student ID#, First Name and Last Name pre-
filled.

2. Provide all the other information that is required to complete the form.

3. Timer: On the upper right-hand side of the form, you will see a countdown
timer. The timer allows your 45 minutes to complete the form.

Timer i Hide
45 minutes

* = required field

.
% PRINCE GEORGE'S

Q@ COMMUNITY COLLEGE

>
L

2022-2023 Independent Verification Worksheet @
Student Financial Aid Office

SECTION A: STUDENT INFORMATION

Student's i ) Student's il PGCC -~
Last Name: First Name: ID#:

4. Multiple Page form: For a multiple page form, use the ‘Next’ or ‘Previous’
buttons to move between pages.

Previous Save Progress Mext

5. Required questions: Have a red asterisk next to them.

SECTION C: STUDENT INCOME INFORMATION

Answer the questions whether or not a tax return was filed. This information may be on the W-2 forms or on the tax return selected
in guestion 33: IRS Form 1040—line 1 + Schedule 1—lines 3 + 6 + Schedule K-1 (IRS Form 1065)}— Box 14 (Code A). If any

individual earning item is negative, do not include that item in your calculation.

How much did you earn from working in 20207 |
Are you married? | w |

6. Uploading Documentation: Attach supporting documentation in PDF or JPG
format only. Click the ‘Choose File’ button; browse file location, click on the file
name, select ‘Open’ button to attach the file to the form. Make sure you attach

the correct file, otherwise delete and upload file again.
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SECTION C: STUDENT TAX INFORMATION

Please select the item below that best describes your tax filing status for 2020
(0 The student used the IRS Data Refrieval Toolin FAFSA on the Web fo transfer the 2020 IRS income tax refum informaion into the student's FAFSA.

® The student s providing the school with 3 2020 IRS Tax Return Transcript. (If the student and spouse filed separate 2020 IRS income tax returns or fax transcripts must
be provided for both.)

() The student andior spouse were not employed and had no income earned from work in 2020,

() The student andior spouse were employed in 2020 and will list below the names of all employers, the amount eamed from each employer in 2020, and whether an IR2
Y2 form is provided. List every employer even if the employer did not issue an IRS 'W-2 form.

SECTION C: STUDENT TAX INFORMATION (cont.)
Please upload your tax return transcript here: Mo file chesen

Filzs over 25 MB will not be accepled
Please upload your spouse’s tax retum transcript here (if filed separately): | choose File | Ne file chozen

Filzs over 25 MB will not be accepted

7. Save Progress: If you are unable to complete a form, and would like to return to
it later, select the ‘Save Progress’ button at the bottom to save the information
you already have added to it. If you do not save the form, you will have to start
all over when you return.

When you click on ‘Save Progress’ button, a dialog box opens prompting you to
take action. Select ‘Log out’ to save and exit. Select ‘Continue’ if you want to
keep filling the form out.

Your form has been saved as a draft. If you
need to stop warking on this form and
continue it later, you may find the form in
the pending / drafis section under "My
Forms"

[Confinue] | Log Out
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How to E-Sign and Submit Electronic Forms:

1. After completing a form, the student will need to e-sign the form.
2. In the Certification section, click on the yellow area. The signature page will
appear.

SECTION D: CERTIFICATION

I/'we understand this form must be signed and submitted with all other requested documents before my financial aid will be
processed.

The Student Financial Aid Office may request additional documentation based on the information provided on this form. The
student will be notified through PGCC email If any additional information is required.

Each person signing below certifies that all of the information reported is trug and complete to the best of your knowledge and
agrees, if asked, to provide documentation that will verify the accuracy of the information being reported.
WARNING: If you purposely give false or misleading informstion, you may be fined, sent to prison, or both.

Do not forget to click the ‘Submit Form’ button after you electronically sign the form.

*

(click to sign)

Student's Signature Date

| Save Progress || Submit Form |

3. Students must enter their names in the provided fields exactly as it appears on
the signature page.

Sign electronically

Please read the Disclosure f Consent before you sign your
form elecironically.

Typing your name exactly as it appears below signifies you are
completing this form using an electrenic signature. By signing
electronically, you are certifying that you have read and
understand the Disclosure/Consent and agree to electronically
sign. You also agree fo receive required disclosures or other
communications related fo this transaction electronically.

To continue with the electronic signature process, please enter

your name and click the "Sign Electronically" button to save
your information and submit your electronic signature.

Sign Electronically

Greetings,

Opting out of electronic signature will cause delays
in processing. Please contact the Student Financial
Aid Office via email at finaid@pgcc.edu before
selecting the “Opt out and print” link below.

Student Financial Aid Team
Opt out and print

We strongly encourage you not to opt out and print. If you choose to do so, please
contact the Student Financial Aid Team for manual submission instructions before clicking
on the ‘Opt out and print’ link.
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4. Select ‘Sign Electronically’ button when done. This will close the Signature page.
5. The form will now have a timestamp with the name of the student and
date/time of the signature.

SECTION D: CERTIFICATION

Ifwe understand this form must be signed and submitted with all other requested documents before my financial aid will be
processed.

The Student Financial Aid Office may request additional documentation based on the information provided on this form. The
student will be notified through PGCC email If any additional information is required.

Each person signing below certifies that all of the information reported is true and complete to the best of your knowledge and
agrees, if asked, to provide documentation that will verify the accuracy of the information being reported.

WARNING: If you purposely give faise or mizleading information, you may be fined, sent to prison, or both

Do not forget to click the ‘Submit Form’ button after you electronically sign the form.

*

Student's Signature Date

| Save Progress || Submit Form |

6. After e-signing, click on “Submit Button’ to submit the form. You have not
submitted successfully until you see the Thank you page.

PRINCE GEORGES

COMMUNITY COLLEGE

Thank you for completing the 2022-2023 Independent Verification Worksheet.
Please keep a copy for your records.

Thank you,
Student Financial Aid Team

[ View Form PDF

7. Be sure to log out of Owl Link and online forms.

8. It may take up to 5-7 business days for the document status in Owl Link to show
complete. Once you submit a document, it will be reviewed by the Student
Financial Aid Office. If the document is completed correctly, the status will
change to complete in Owl Link.
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How to access the Incomplete Form that I saved
earlier:

1. You can access incomplete/draft/pending documents by logging in to
Owl Link and clicking on that form link under ‘Required Financial Aid
Documents’ section on the Financial Aid page.

Required Financial Aid Documents

Be sure to submit ALL required documents before their due date to make sure your Fin._

Select an Award Year:| 2021-22 W

Document Explanation Due Date Status Attachments
Stu 2019 Tax 'We need a copy of your 2019 Federal Tax
Transcript Transcript. Please call the IRS at 1-800-529-
1040 or go to www.irs.gov to abtain a Tax ...
mare

IRS Tax Return Transcript

Independent Pleaze complete all sections of the 2021-2022
Werif Whst Independent Verification Worksheet
(including signature] and submit to our office.

Independent Verification Worksheet —

2. The following menu options will open in a new tab. Dynamic Forms is our vendor
that hosts electronic forms for PGCC.

Welcome to Dynamic Forms

Duplicate Form Found

You have already submitted or saved a draft of this form. Please check your pending forms and/or your completed form history to see the current status of your form(s)

Please Note: If you do not see record of your form template, it could be because:
= A form participant saved the form as a draft
» The form was returned for a revision to another participant

What would you like to do?

® Complete Draft/Pending Forms

B Forms History

@ Manage your Account
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3. Select ‘Complete Pending/Draft Forms’ from the menu. You will see the list of
incomplete/pending forms that you have saved earlier.

Welcome to Dynamic Forms

Duplicate Form Found

You have already submitted or saved a draft of this form. Please check your pending forms and/or your completed form history to see the current status of your form(s)

Please Note: If you do not see record of your form template, it could be because:
= A form participant saved the form as a draft
» The form was returned for a revision to another participant

What would you like to do?

® Complete Draft/Pending Forms

B Forms History

@ Manage your Account

4. Select ‘Complete Form’ button under ‘Action’ to return to complete saved
form(s).

Pending / Draft Forms

Form Name Status Description Date PDF HTML Action

2022-2023 Parent | Verification Worksheet Draft Saned By et Savedk fi 1 Acti _
- I =) AVCLION -
arent Income Venncauon Vorksnees ra 4,{23,-"2022 A4:53:27 PM {5 Al

5. The form will open up for you to complete it.
6. Refer to section on ‘How to E-Sign and Submit Electronic Forms’, if needed.
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How to Complete Forms that require Parent
Information:

A dependent form requires information from both the student and the parent(s). The
student and parent must complete their respective sections of the form and each sign

electronically.

The student will need to enter the contact information for the parent who will review
and e-sign the form. The parent completing the form must be the parent who also
signed the FAFSA for that aid year.

1. Access the form by logging in to Owl Link and click on the form link under

‘Required Financial Aid Documents’.

Select an Award Year:| 2021-22 W

Document

Stu 2019 Tax
Transcript

T

Parents’ 2019

ax Trans

Dependent Verif

Whst

Explanation

more

IRS Tax Return Transcript

We need a copy of your parents’ 2019 Federa
Tax Transcript. Please have your parents

should call the IRS at 1-800-829-1040 or go .

more

IRS Tax Return Transcript

Please complete all sections of the 2021-2022
Dependent Verification Worksheet (including
zignatures) and submit to our office.

I Dependent Verification Warksheet I

Due Date Status Attachments
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2. The form will open in a new tab. Enter your Parent’s First Name, Last Name, and
email address. Click on the ‘Continue’ button.

Instructions

.
"% PRINCE GEORCES

%..g COMMUNITY COLLEGE

Dear PGCC Student,
Before you are directad to the form, you must first provide your parent’s contact information. Your parent will receive an email inviting them to
review and electronically sign the form, after you complete your sections. Please be sure to use the email address listed in the parent section of

your Free Application for Financial Aid (FAFSA) application.

Thank you,
Student Financial Aid Team

Form Participants

Parent

First Name Last Name Email

3. Start filling out the form. When done, e-sign and submit the form. Refer to the
‘How to Complete Electronic Forms’ and ‘How to E-Sign and Submit Electronic
Forms’ sections, if needed.

4. Your parent will receive an email inviting them to review and e-sign the form
from forms@pgcc.edu (Note: Please do not reply to this email address, as it is a
no-reply inbox).

5. Your parent will have to create an account with our vendor Dynamic Formes, if
they do not already have one. Please refer to Parent User Guide for step-by-step
instructions.

6. You will receive a confirmation email after your parent reviews and e-signs the
form. Your parent may also return the form to you to make corrections upon
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review. Refer to the next section, ‘How to Submit Corrections and Fix Errors’,
when that happens.

Parent Notification Management Tools:

The following are some Parent Notification Management Tools available to you.

1. How doIcheck parent signature status for a form?

You will receive a confirmation email after your parent reviews and e-
signs the form. Additionally, you can also check the status of the form by
logging in to Owl Link and clicking on the form link under ‘Required
Financial Aid Documents’ section on the Financial Aid page. If the form is
still awaiting signatures, you can access it by selecting ‘Pending/Draft
Forms’ from the menu and see the signature request details for that
form. If you do not see that form listed, then your parent has signed the
form.

2. How do | resend email notification to the parent?

Make sure that you have submitted the form. Log into Owl Link and click
on the form link under ‘Required Financial Aid Documents’ section on the
Financial Aid page. Select ‘Pending/Draft Forms’ from the menu.

a) Select ‘Manage Co-signers’ button under ‘Action’ for that form.
b) Then click on ‘Re-send Email’ link in the new window.

Form Mame Status Description Date PDF HTML Action

Started By: Signature Request Date: )
2022-2023 D dent Asset Venfication Worksheet Pend i) Action =
Dependent Asset Verification Workshee ending 4/20/2022 12:37-11 PM # ] o —
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Co-Signer Information

* Click the Edit Cosigner action to edit/change your co-signer(s) information

* Click the Re-send Motification action to re-send a notification to your designated co-signer(s)
First Name Last Name Relationship Email Esigned  Esigned Date

j@gmail.

Barent Yes 4/20/2022 2:51:52 PM

Last Notified Action

4/20/2022 2:48:34 PM

Re-send Motification
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How to Submit Corrections and Fix Errors when
Returned for Review/Rejected:

a) By Parent (Dependent Students only)
Your parent can return the form to you, to make corrections to the information
provided, when reviewing the form.

b) By Student Financial Aid
The Student Financial Aid Office may return a form to you to seek clarification on
the information provided, when reviewing the form.

1. You will receive an email at your student email address stating the reason the
form is incomplete.

2. If you have questions regarding the request, please email finaid@pgcc.edu
for assistance.

3. Parents of dependent students will receive an email, if the form is being
returned for review by the parent.

4. To access the form, refer to ‘How to access the incomplete form that | saved
earlier’ section.

5. You will see a red icon with ‘R’ next to the form name. Fix the incorrect
information and re-submit the form.

6. Parent will have to review and re-submit any form requiring the parent’s
signature.
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How to edit/update information after submitting the
form:

You cannot edit the information on the form once it has been submitted. Forms
requiring a parent’s signature, that have not been submitted yet, can be rejected by
the parent and returned to the student to make edits (refer to parent guide for
instructions). To edit/update a form once it has been submitted, please contact the
Student Financial Aid Office via email at finaid@pgcc.edu.

Duplicate Submission Error:

If you attempt to fill out a form more than one, you will receive a message letting you
know that the form has been previously submitted. If you receive this message and
need to update the form, please contact the Student Financial Aid Office.
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