eForms Tutorial

Welcome to etrieve eForms, our platform for submission of electronic forms.

Multiple departments at College of the Redwoods use this platform for the
submission of forms. This tutorial was created by the Financial Aid Depart-
ment and therefore the tutorial may have an emphasis on financial aid spe-
cific forms. Please contact the department requesting the submission of an
eForm for more information or questions.

Note: text displayed in blue are links.
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eForms Tutorial

Access eForms at: https://eforms.redwoods.edu

Logging in... Easy as 1..2..3..

This is the eForms login screen
which can be accessed at
https://eforms.redwoods.edu,
this is where students will sign in
to eForms by using their
mycr.redwoods.edu email
account.

1. Students will need to click the
Google icon below the button
that says “Sign In”.

Students will input their

R © s ceose full student email address,
s Welcome which is comprised of their first
: initial, their last name, the last 3
[ [ S digits of their student ID number

and @mycr.redwoods.edu.

To contini

To continue, Google will share your name, email address, language p

language preference, and profile picture with redwoods.edu.
dwoods.edu.

ue, Google will share your name, email address,
reference, and profile picture with

— p— 3. The student V\{I|| then be |
prompted for their student email
English (United States) « Help Privacy Terms English (United States) + Help Privacy Terms paSSWO rd [l
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Login Issue?

Error message when trying to
& Google log in?

Google sl o
s aneror S Authorization Error
L
o_inter PSR

— A i onens This error occurs when a student
has a single personal google ac-
o espensepescode doken count already logged into on their
| ST s e web browser. eForms is trying to

state=0OpenldConnect.AuthenticationProperties=E6DbrNRF:

login automatically with that single
7IPgxwOF6Z 18CKRfbBjhihRkC6isCc_gMJINDbIFZa_ygvdTx

DiXw1JZAWLLUVKUBBGUIIR}- I H I t
EUg4C1TIgYT6Ghy0tP31ghpbg8vavkkfHnwlacAZAQowBu: pe rSO n a g m a I a CCO u n .
VLYyYwGzUTqIWARi3Yabh_7NGmo7NX6pa_lgbgWQWKjSw

H-NDxT6ZmOZduNgk

nonce=637370097687033188. MDAZNWRKNjktOTNiYyDONT

. client_id=693939242559-
fssdbBn7k40749lu1ugghj420q6d6mai.apps.googleusercon

«  response_mode=form_post

= access_type=online

S i

[
< olution
| Canvis | Student Email earch .

CR SOLLEGES:
REDWOODS 1. Go to https://redwoods.edu

Apply Contact Us

About CR Admissions & Financial Aid Student Services Academics Student Life

2. Click on “Student Email” at the
upper left hand corner.

3. Log into your student email.

G sign in with Google

Google

Sionn Weleome 4. Log into eForms using the links
® e provided in the financial aid
[ [ o emails, myFinAid, or
at: https://eforms.redwoods.edu

Not your computer? Use a Private Window to sign in. To continue, Google will share your name, email address,
Learn more language preference, and profile picture with
redwoods.edu.

This process ensures that eForms
does not try to use a personal
google account.

English (United States) ~ Help Privacy Terms

Create account
Forgot password?
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Login Issue Assistance

o Search.. Sear 7
anvas  Student Email  Faculty & Staff ee e p H

CR repwoons O 2

=< Visit our student services page and
About CR Admissions & Financial Aid Student Services Student Life drop into Our Welcome Center at
Student Services at CR https://www.redwoods.edu/services
CR wants you to succeed! or COntaCt the department yOU are

By taking advantage of a wide variety of learning opportunities from the very beginning of your college career, you can increase your chances of success.

Following arethe many support sevices and actitis available t you at CR. ' trying to submit an eForm for.

* Please note: All services listed are available on our Eureka Campus. For Del Norte and Klamath-Trinity, contact individual programs for more information.

A Virtual Welcome Center (Live Help for Students) Fall 2020 Hours
Get immediate, live help with admissions, advising, financial aid questions, student accounts login Monday-Friday
issues and WebAdvisor navigation through our Virtual Welcome Center (WVWC). The VWC is also a 9:00am-12:00pm

great starting point for general questions about College of the Redwoods for current and potential and
students! To access the VWC and get more details click the link above. 1:00pm - 4:00pm

Contact the Student Technology Assistant

Alternatively you can contact our student technology assistant if you are not able to drop into
our welcome center or can’t resolve the eForm login issue on your own.

Student Technology Assistant

Email: tech-helpline@redwoods.edu
Call: 707-476-4225

Department Contacts for Certain eForms:

Admissions & Records Financial Aid Veterans
Email: ambassador@redwoods.edu Email: finaid@redwoods.edu Email: veterans@redwoods.edu

Phone: 707-476-4200 Phone: 707-476-4182 Phone: 707-476-4110
B3]
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Navigating eForms

<« c @ @ @ nttps//eforms.redwoods.edu || Q search ynD @ @
ited @ Getting Storted  BankMobile Adrrin Su.. () rain [ User sccount | Finsnci.. [ Support > Etieve (€ SAIG Envoliment Form ) COD Online (€ NASFAA [ LogIn (€ Nationl Students Los.

After logging into eForms, a
loading screen will appear:

Loading Etrieve Central

L

“Loading Etrieve Central”

Please be patient as the eForm
module loads.

e o Once the eForms module loads,
the student will see a variety of
options, such as Inbox,
Activity, Forms and Drafts.

mn

efievl o Inbox: Students can click on

“ “Inbox” to access any returned
eForms that need correcting or
resubmitting. See the “Returned
eForms” section of the tutorial
to learn more.

Students should periodically
check their eForms inbox.
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m etfieve | CENTRAL

.
E etfieve | CENTRAL

F18CSASS- (I =/ 7/ 2

BIA Need Analysis Request

California College Promise Grant Loss A...

Dependency Status Review
Dependency Status Update
Direct Loan Application

Direct Loan Change Request

Financial Aid Cancellation Request

California College Promise Grant Loss A..
V21 - Independent Student - Verification ...

Unusual Enrollment History Appeal

Selective Service

Parent Asset Information

Parent Asset Information

FA Secured Attachment Cover-sheet

V2D - Receipt of SNAP Benefits (Depend...

V6D - Verification 2016 Untaxed Income ...

Student Asset Information
Selective Service

Direct Loan Change Request

Activity: Students can click on
“Activity” to review the status of
submitted forms as they move
through the process.

Students should periodically
check the activity of their forms to
know if they have been received
and reviewed.

Forms: Students can click on
“Forms” to access all required and
optional eForms.

Financial Aid Students should
check their myFinAid in WebAdvi-
sor, their student email account or
the eForm checklist for informa-
tion about which forms they need
to submit to complete their finan-
cial aid file.

Drafts: Students can click on
“Drafts” to access their unfinished
forms.

Students who start a form, but are
unable to finish in one sitting, can

resume their forms by clicking on

drafts and selecting the unfinished
form.
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Determining which eForms to Submit

We have reviewed your 2020-21 Financial Aid application. Additional information is required before we can determine your eligibiliy for financial aid. You may reply to this email o call us at (707) 476-4182 if you need further
information about how to provide the correct documents. Your file will remain ON HOLD until all requested information has been received.

PLEASE SUBMIT THE FOLLOWING DOCUMENT:
dents wif efrieve fo i in

bt 2 2 open the document(s). Note: You may be prompted to log in to etrieve. Refer to this etrieve

o Verification(l) Form

o Submit Student 2018 Federal Tax Documentation using the Student 2018 Federal Tax Documentation Form.

You can use the myFinAid section in WebAdvisor to see which documents have been ‘received’ and which documents are still listed as missing. If you have already submitted the requested documents, it may take
1-2 weeks after documents have been received before they are updated as 'received’ in our system.

Expect it may take several weeks after itting all required

before you receive an email response regarding the status of your financial aid file.

To allow enough processing time to meet federal
includes Fall 2020, Spring 2021, Summer 2021).

that all required be i well before the end of your last semester at CR for the 2020-21 academic year (which

ADDITIONAL INFORMATION MAY BE REQUIRED AFTER YOUR FILE IS REVIEWED AGAIN.
Itis very important to check your redwoods. edu email inbox on a regular basis. You must also keep informed of deadlines and other important updates that are posted on the financial aid webpage. If you are
considering requesting a student loan, scholarship or workstudy, be aware that these awards require additional steps beyond what is requested in this email.

Please let us know if you need assistance. Our Financial Aid Staff looks forward to helping you mest your educational goals!

Academic Profile
User Account
Student Grades
WWhats My Password?
Financial Information D s
Make 3 Payment Dformafon Undafe
NBS Payment Plan M

Manage My Waitist
Register and Drop Sections
Schedule of Classes

Register for Classes
Reaistration Date & Time Lookup

Financial Aid

myFinAid

‘Communication

My Documents

Program Evaluation
My educational plan

-
etrieve | CENTRAL

Flow

o COLLEGE & N
O box ~ REDWOODS Required Financial

>
- COLLAPSE ALL
P Activity > | Finaid - Checklist (required forms) ¥
Academic Year:
Checklist - CLICK HERE to view your req... o
Forms
> " Finaid - Optional Forms v
& Forms Documents you need to complete (click on the name to open the form)
N Additional Documents * BIANeed Analysis
Drafts 4 « Loan Default Resolution
BIA Need Analysis Request « Misc. ltem: Submit Loan Appeal - See Email
« Misc. ltem: Submit Loan Appeal - See Email
Self-Service

California College Promise Grant Loss A... * Overpayment Resolution

« Parent Federal Tax

ocument
=2 My Documents
« Special Conditions

Dependency Status Update
« Student Federal Tax Document

Direct Loan Application « Verification - Independent

« Verification - Depen
Direct Loan Change Request « Call Fin Aid Office:
« CAHigh School AB540

ISIR

Financial Aid Cancellation Request * Drug Conviction o

« Homeless Status Verif
Release of Information « Parent- Call Financial Aid Office;
 Reject(s) on FAFSA

Finaid - View Checkdist above FIRST w

cademic Proaram Fd Goal

Contact the Department

Check Student Email

Many departments will inform stu-
dents via their student email re-
garding the submission of re-
quired eForms.

Check WebAdyvisor

Some departments' required
eForms will be posted on
WebAdvisor.

Check eForms

Some departments will have their
required eForms on a checklist
found in eForms at the very top.

If you are unsure of which eForms you need to submit, please contact the department for
more information. Submitting unnecessary eForms may delay processing.
Visit: https://www.redwoods.edu or Call: 707-476-4100 to find contact information for the

department.
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Submitting an eForm

.
m etfieve | CENTRAL

Flow

&2 inbox

Forms

- couapse aLL
P Activity Finaid - Checklist (required forms) v

Checklist - CLICK HERE to view your req...

Forms

Finaid - Optional Forms v

# Foms

Additional Documents
Drafts

BIA Need Analysis Request

Self-Service R .
California College Promise Grant Loss A..

£ My Documents
Dependency Status Update

Direct Loan Application

Direct Loan Change Request

Financial Aid Cancellation Request

Release of Information

Finaid - View Checklist above FIRST v

Arademic Proaram Fd GGnal

Flow

&2 Inbox >

Forms COLLEGE 8% Bachelor’s Degree Co
REDWOODS

PURPOSE OF THIS FORM: You are being asked to complete this form because we need to confirm whether you will
COLLAPSE ALL have completed a Bachelor's Degree prior to beginning the — - — school year.
P Activity > |F\nanma\ Aid v
Please contact the CR Financial Aid Office if you do not understand the question because it can have a significant
impact on your eligibility for financial aid. If you will have earned a Bachelor's Degree prior to beginning the — - —
school year, you are not eligible for an SEOG or Pell Grant Yau may be eligible ofher types of financial aid, including
the California College Promise Program (formerly known as the Board of Governors Fee Waiver, BOG).

o California College Promise Grant Loss A...
 Forms Student's ID Student’s Name Academic Year:

Dependency Status Review e Robert aumm—
Drafts

Bachelor's Degree Confirmation

Forms

Dependency Status Update Choose the option that applies to your education level

O I received a Bachelor's Degree

Self-Service .
Direct Loan Change Request O 1do not yet have a Bachelor's Degree, will not have earned a Bachelor's Degree prior to July 1, —, and
=] My Documents am not currently working towards a Graduate/Doctorate Degree Program.

FA Secured Attachment Cover-sheet

By clicking "Submit” beiow, | certify that all of the information provided on this form is accurate and rue o the
Financial Aid Cancellation Request best of my knowledge.

High School Completion Confirmation
Homeless Status Verification

Release of Information

Selective Service

Unusual Enrollment History Appeal

.
efrieve | CENTRAL

Flow

&2 Inbox >

Forms COLLEGE=®: Bachelor’s Degree Co

REDWOODS

PURPQSE OF THIS FORM: You are being asked to complete this form because we need to confirm whether you will

N COLLAPSE ALL have completed a Bachelor's Degree prior to beginning the — - — school year.
P Activity > |Finandial Aid v
Please contact the CR Financial Aid Office if you do not understand the question because it can have a significant
Bachelor's Degree Confirmation impact on your eligibility for financial aid. If you will have eamed a Bachelor's Degree prior to beginning the — - —
E scheol year, you are not eligile for an SEOG or Pell Grant. You may be eligiole other types of financial aid, including
orms the California College Promise Program (formerly known as the Board of Governors Rasiaianis
o California College Promise Grant Loss A...
f Forms Student's ID Student's Name Academic Year:
Dependency Status Review JR— Robert m— |
Drafts
201819
Dependency Status Update Choose the option that applies to your education level
O I received a Bachelor's Degree 2018-20
Self-Service .
Direct Loan Change Request -
ge fea © Idonot yet have a Bachelor's Degree, will not have earned a Bachelor's iy 202021
£ My Documents > am not currently working towards a Graduate/Doctorate Degree Progra

FA Secured Attachment Cover-sheet

By clicking "Submit” beiow, | certify that all of the information provided on this form is accurate and true to the
Financial Aid Cancellation Request best of my knowledge.

High School Completion Confirmation
Homeless Status Verification

Release of Information

Selective Service

Unusual Enrollment History Appeal

Step 1.

Click on “Forms” to access option-
al and required forms.

If applicable, a student’s eForms
checklist can also be found here.

Step 2.

Click on the form you need to fill
out.

The form will display the title, pur-
pose, your CR ID and Name.

Step 3.

Click on the Academic Year box
and select the academic year for
which you are filling out the form.
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& ~
etfieve | CENTRAL

Flow

& inbox >
K Activity

Forms

COLLAPSE ALL

4 |F\nanma\ Aid v

Forms

California College Promise Grant Loss A...
f Forms

Dependency Status Review
Drafts

Dependency Status Update

Self-Service Direct Loan Change Request

My Documents
= v FA Secured Attachment Cover-sheet

Financial Aid Cancellation Request
High School Completion Confirmation
Homeless Status Verification

Release of Information

Selective Service

Unusual Enrellment History Appeal

o.
m etrieve | CENTRAL

Flow

& Inbox >

COLLAPSE ALL

KP Activity > |Fmanma\ Aid ¥

Forms
California College Promise Grant Loss A..

Dependency Status Review
Drafts

Dependency Status Update

Self-Service Direct Loan Change Request

My Documents
£ v FA Secured Attachment Cover-sheet

Financial Aid Cancellation Request
High School Completion Confirmation
Homeless Status Verification

Release of Information

Selective Service

Unusual Enrollment Histof

o.
etfieve | CENTRAL

Flow

&d inbox >

Forms

COLLAPSE ALL

P Activity > Financial Aid v

Bachelor's Degree Confirmation
Forms

California College Promise Grant Loss A...

Dependency Status Review
Drafts >

Dependency Status Update

Self-Service Direct Loan Change Request

My D t >
= v Pocuments FA Secured Attachment Cover-sheet

Financial Aid Cancellation Request
High School Completion Confirmation
Homeless Status Verification

Release of Information

Selective Service

Unusual Enrollment History Appeal

COLLEGE®:

Bachelor’s Degree Confirmation
REDWOODS

PURPOSE OF THIS FORM: You are being asked ta complete this form because we need to confirm whether you will
have completed a Bachelor's Degree prior to beginning the 2018 - 2019 school year,

Please contact the CR Financial Aid Office if you do not understand the question because it can have a significant
impact on your eligiility for financial aid. If you will have earned a Bachelor's Degree prior to beginning the 2018 -
2019 schoal year, you are not eligible for an SEOG or Pell Grant. You may be eligible ather types of financial aid

including the California College Promise Program (formerly known as the Board of Governars Fee Waiver, BOG).

Student's ID Student's Name Academic Year:
Choose the option that applies to your education level
@ 1 received a Bachelor's Degree
Name of College WonthiYear city, state
Humboldt State Universiy 122017 Eurska, CA

O 1do notyet have a Bachelor's Degree, will not have earned a Bachelor's Degree prior to July 1, 2018,

and am not currently working towards a Graduate/Doctorate Degree Program

By clicking "Submit” below, | certify that all of the information provided on this form is accurate and irue 1o the
best of my knowledge.

COLLEGE®:

Bachelor’'s Degree Confirmation

REDWOODS

PURPOSE OF THIS FORM: You are being asked to camplete this form because we needto confirm whether you will
have completed a Bachelor's Degree prior to beginning the 2018 - 2019 schaol year

Please contact the CR Financial Aid Office if you do not understand the question because it can have a significant
impact on your eligibility for financial aid. If you will have earned a Bachelor's Degree priorto beginning the 201 -
2019 5¢hool year, you are not eligiole for an SEOG or Pell Grant. You may be eligitle other ypes of financial aid
including the California College Promise Program (formerly known as the Board of Governors Fee Waiver, BOG).

Student's ID Student's Name Acadenic Year.
———— Robert SRE—— 2018-19
Choose the option that applies to your education level
@ Ireceived a Bachelor's Degree
Name of College WMonth/Year City, State

Humboldt State University 1222017 Eureka, CA

O Ido notyet have a Bachelor's Degree, will not have earned a Bachelor's Degree prior to July 1, 2019,

and am not currently working towards a Graduate/Doctorate Degree Program.

By clicking ~Submit™ below, | certify that all of the information provided on this form is accurate and true to the
bestof my knowiedge.

AL

y

J
ments  Download Print

Q Submitted Form

Step 4.

Fill out the form according to the
directions provided on the form.

Some eForms have skip logic built
in, SO as you answer questions,
the form may adjust.

Some eForms require attach-
ments, see page 9

Step 5.

Once the form has been filled out,

click on “Submit” to submit the
form.

Step 6.

You will see a “Submitted Form”
message displayed after clicking
on submit.
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Submitting eForms with Attachments

etfieve | CENTRAL

Flow

& Inbox >

Forms

COLLEGE

CCPA-California College
2 REDWOODS

Promise Grant Loss Appeal

COLLABSE ALL PURPOSE OF THIS FORM: This form is intendsd to appeal the determination that you are no lenger acagemically
eligible forthe California Callege Promise Grant to waive your enrollment fees for the term indicated. This appeal is
resenved for students with etenuating or unique cireumstance (1. verfied iliness, accidents or circumstances
beyond your control, etc.). Appeals can only be submitted for one term at a time.

Note: Foster Youth and Former Foster Youth (up to age 24) are exempt from loss of both priority registration

2 California College Promise Graniper reguiation.

P Activity > | Financial Aid v

Bachelor's Degree Confirmation

Forms

ifornia College Promise Grant Loss A...

Student's ID Student's Name Academic Year:

Dependency Status Review

Drafts >

am appealing for (select one
Dependency Status Update ppeaimng for g

Self-Service O Fall 2018 - Deadline: December 15, 2018
Direct Loan Change Request

© Spring 2019 - Deadline: May 17, 2019
£ My Documents >

FA Secured Attachment Cover-sheet @® Summer 2019 - Deadiine: August 1, 2019

Financial Aid Cancellation Request Section 1: Letter of Declaration

Attach a signed and dated statement explaining in detail the reason(s) that you failed to meet the academid
High School Completion Confirmation standing standards during your most recent terms (Notification regarding your academic standing is sentto
your CR email alter each primary term).

Homeless Status Verification
Section 2: Supporting Documentation

Release of Information of Examples of
accident reports, loss of job, etc.

Selective Service

Unusual Enrellment History Appeal

& ~
m etrieve | CENTRAL

Flow Forms

COLLEGE=®: O roumustataen gosumentatian
&2 Inbox > REDWOODS Promise Grant Loss Appeal

COLLAPSE ALL PURPOSE OF THIS FORM: This form is infended to appeal the
eligible for the California College Promise Grant to waive your enroliment fees for the term indicated. This appeal is
resenved for students with extenuating o unique circumstance (i 2. verified ilness, accidents or circumstances
beyond your control, etc.). Appeals can only be submitted for one term at a fime.

Note: Foster outh and Former Foster Youth (up 1o age 24) are exempt from foss of both priority registration

P Activity > |rmnual Aid v

Bachelor's Degree Confirmation

Forms and the California College Promise Grantper regulation.
ornia College Promise Grant Loss A.
& Forms StudentsiD  Student's Name Academic Year:
Dependency Status Review pess Robert iamiem— 201819

Drafts >

1 ling fo lect
Dependency Status Update am appealing for (select one):

Self-Service O Fall 2018 - Deadline: December 15, 2018
Direct Loan Change Request
© spring 2019 - Deadline: May 17, 2019

£ My Documents >

FA Secured Attachment Cover-sheet ® Summer 2019 - Deadline: August 1, 2019

Financial Aid Cancellation Request Section 1: Letter of Declaration

Attach a signed and dated statement explaining in detail the reason(s) that you failed to meet the academic
High School Completion Confirmation standing standards during your most recent terms (Nofification regarding your academic standing is sent to
your GR email after each primary term)

Homeless Status Verification
Section 2: Supporting Documentation

Release of Information of
aceident reports, loss of job, etc.

Selective Service
[ Unofficial CR transcripts indicating significant ac

R =

Unusual Enrollment History Appeal [
suomit  Attachments _Download __print

o
E etrieve | CENTRAL

Flow Forms

&2 inbox >

L] Robert Simmiemn 201818

1:am appealing for (select one).

O Fall 2018 - Deadline: December 15, 2018

COLLAPSE ALL

!:'P Activity > |Fman(\a\A\d v O Spring 2019 - Deadline: May 17, 2019

® Summer 2019 - Deadline: August 1, 2079

Bachelor's Degree Confirmation

Forms Section 1: Letter of Declaration
fornia College Promise Gre
f Forms Attach a sianed and dated statement explaining in detail the reason(s) that you failed to meet the academic
standing standards during your most recent terms (Nolification regarding your academic standing is sent to

Dependency Status Review

Drafts >
Attachments CLOSE
Dependency Status Update
g X Examples of documentation include doctor's notes,

SalFEaies Direct Loan Change Request
£ My Documents >

FA Secured Attachment Cover-sheet academic improvement by completing my last semester

& of my semester coursework

Financial Aid Cancellation Request a student with a verified disability who applied before

nodation in a timely manner
High School Completion Confirmation
£s (A written statement must be attached to this appeal

Homeless Status Verification

or more of the following programs: (A written statement

Release of Information \acted academic performance must be included.)

| approval.

Selective Service Upload File(s)

0 Y

[}
Suomit  [SUIGURSE  Download Print

L1

Unusual Enrellment History Appeal

Step 1.

Fill out the form according to the
directions.

Note: Some forms have links to
fillable PDFs that will need to be
filled out and attached.

Attention:

Forms that require an attachment
will not submit until the student
attaches the required document.

The student will receive two error
messages: “You must attach doc-
umentation” and “Form is not
submittable.”

Step 2.

Click on the “Attachments” button
to open the attachments option
box.

Then click on “Upload File(s)” to
open the File Upload dialog box.
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m etrieve | CENTRAL

Flow
&2 inbox >

P Activity

Forms

Drafts >

Self-Service

£ My Documents >

4 Bl > ThisPC > Desktop

Organize +

New folder

~

Name

s Quick access 3 PUMDAUE
[ Desktop » . PDFO0S.PDF
% PDFODE.PDF

¥ Downloads

Documents

[&) PLUSEndorser.PNG

&) Pictures  #
E-Forms ¥ Presentation?.pptx
Forms for studer

Seq O ThisPC
8 3D Objects

<

File name:

& plusloandefaultaddunsubloan.PNG
¥ presentation 08.09.13 DRAFT.pptx

"L Repayment Calculator _ Federal Student ...

Single Page Letterhead docx 2721120
Subsidized Loan Amount.docx 1/1/2018197PM  Microsoft Wo | |head
= V4B NOTARY.IdentityEdPurpose18. pdf 1729

SAP.ComboAppeal20195.pef

Robert Christman

Search Desktop

- m @

Type
Adobe Acrob:

Date modified
2018 12221 e
11/21/201812:22 ..

1/21/201812:22 ..

Adobe Acrob:
Adobe Acrob:
3/12/20191205PM  PNG File
01811:12...  PNGFile
181:20PM  Microsoft Pov

he reason(s) that you failed ta meet the academic

jption regarding your academic standing is sent to

Microsoft Pov

Adobe Acrob:

5L03 - Fin Lit 3 ROl ReleaseOfinfo18.pdf Adobe Acrob:
SLO4- Forms - St5FinalBrem.pdf Adobe Acrobi e Bbie s of documentation include doctor's notes,
ot 3. SAP.ComboAppeal20195.pdf 1/2/201 Adobe Acrob:
OneDrive

91030AM  Microsoft Wo

ic improvement by completing my last semester

018342 PM  Adobe Acrobi v

>

semester coursework

Al Files () . Ent with a verified disability who applied before

s

nin a timely manner

ritten statement must be attached o this appeal

Release of Information
Selective Service

Unusual Enrollment History Appeal

or more of the following programs: {A written statement
acted academic performance must be included.)

} approval.

Upload File(s)

0

Attachments

=1
=]

. ~
etrieve | CENTRAL

Flow
&2 Inbox >

KP Activity

Forms

Drafts >

Self-Service

£ My Documents >

> |Fmanna\A\d v

Forms

COLLAPSE ALL

Bachelor's Degree Confirmation

alifornia College Promise Grant Loss

Dependency Status Review
Dependency Status Update

Direct Loan Change Request

FA Secured Attachment Cover-sheet
Financial Aid Cancellation Request
High School Completion Confirmation
Homeless Status Verification

Release of Information

Selective Service

Unusual Enrollment History Appeal

COLLEGE

CCPA-California College
Promise Grant Loss Appeal

REDWOODS

PURPOSE OF THIS FORM: This form is infended to appeal the determination that you are no lenger academically
eligible for the California College Promise Grant to waive your enroliment fees for the term indicated. This appeal is
reserved for students with extenuating or unique circumstance (1.¢. verified iliness, accidents or drcumstances
beyand your control, etc.). Appeals can only be submitted for one term at a time

Note: Foster Youth and Former Foster Youth (up to age 24) are exempt from loss of both priority registration
and the California College Promise Grantper regulation.

Student’s ID Student's Name Academic Year:
— Dioacs A— 201818

Attachments CLOSE

Upload Error

File Type Not Allowed. Allowed
file types are:

Jpg.tif, pdf, xps, jpeg,.png, tiff..b

mp,.gif
Upload File(s) .
4

(]
mit  [JRCIWENEN Download

. ~
etfieve | CENTRAL

Flow
&d inbox >

P Activity

Forms

Drafts >

Self-Service

£ My Documents >

> |F|narma\ Aid v

Forms

COLLAPSE ALL

Bachelor's Degree Confirmation

Dependency Status Review

Dependency Status Update

Direct Loan Change Request

FA Secured Attachment Cover-sheet
Financial Aid Cancellation Request
High School Completion Confirmation
Homeless Status Verification

Release of Information

Selective Service

Unusual Enrollment History

L] Robert Gum— 201819

1am appealing for (select one):

O Fall 2018 - Deadline: December 15, 2018
O spring 2019 - Deadline: May 17, 2019
@ Summer 2019 - Deadiine: August 1, 2019
Section 1: Letter of Declaration
Atach a signed and dated statement explaining in detail the reason(s) that you failed to meet the academic

standing standards during your most recent terms (Notification regarding your academic standing is sent to

Attachments CLOSE

SAP.ComboAppeal2019S,pdf  05-29-2019, 4:30 | xamples of documentation include doctor's notes,
No Description

icademic improvement by completing my last semester
s of my semester coursework

Options Button

a student with a verified disability who applied before

nodation in a timely manner

es (A written statement must be attached to this appeal

or more of the following programs: (A written statement
facted academic performance must be included.)

tapproval.

Upload File(s)
& iy - o

Submit Download Print

Step 3.

Use the File Upload dialog box to
navigate and select the file you
want to upload and attach to your
eForm.

Click “Open” to upload the file and
attach.

Warning:
The only file types allowed are:

.PDF, .Jpg, .Jpegq, .Tif, .Tiff, .xps,
.bmp, & .gif

Word Documents and Password
Protected PDFs are Not Allowed

Step 4.

You will see your document at-
tached. If you need to delete your
attachment, use the options
button directly to the right of the
attachment name.

Once attachment has been up-
loaded, click the “Submit” button.
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m etfieve| CENTRAL Ste p 5 ]
-orms

Flow

&2 inbox >

& wiiy P A “Submitted Form” message to
indicate that the form has been
s —— successfully submitted.

S&;—S;r:w:cuments X Direct Loan Change Request

FA Secured Attachment Cover-sheet

Financial Aid Cancellation Request
High School Completion Confirmation

Homeless Status Verification

Release of Information
@ submitted Form
Selective Service
Unusual Enrollment History Appeal
v

How to Convert a Paper Document to Digital

To submit a document that is in paper format, students may use a scanner or a camera on a
smart phone. Please check with the office in which you are submitting a paper document for, to
ensure that it may be submitted electronically. Some laws require certain forms to have a “wet”
signature and paper submission may be the only option.

Scanner Use:

Students may access scanners on all campuses and sites of College of the Redwoods. Scan-
ners are located in the libraries and student services offices. Please contact the campus or site
for more information, including hours of operation and availability.

Smart Phone Camera:

Students may use the camera from a smart phone to take a clear photo of the paper document
that needs to be submitted. Students may use the smart phone to access, take/upload photos
of documents, and to submit eForms.

[11]



Using the Additional Documents eForm

Purpose:

Need to upload and send us something?

The “Additional Documents” eForm allows students who need to submit a document to the
Financial Aid Office that isn’t a form or cannot be submitted with any of our current forms.

DO NOT SEND AN EMAIL WITH AN ATTACHMENT: please use the Additional Doc-

uments eForm to upload and send us documents.

.
etfieve | CENTRAL

California College Promise Grant Loss A...

Dependency Status Review

Dependency Status Update

Direct Loan Application

Direct Loan Change Request

Financial Aid Cancellation Request

Release of Information

.
etfieve | CENTRAL

COLLEGE &k Additional Documents
REDWOODS
Student's Name

Checklist - CLICK HERE to view your re

rrrrrrrrrrrrrrrr

BIA Need Analysis Request
California College Promise Grant Loss A..

Dependency Status Review

Dependency Status Update

Direct Loan Application

Direct Loan Change Request
Financial Aid Cancellation Request

Release of Information

Step 1:

Click on “Forms” to access all
available forms.

Then locate the:
“Additional Documents”

Step 2.

Click on the “Additional Docu-
ments” to open the form.

[12]



.
etfieve | CENTRAL

Flow Forms COLLEGE 8& Additional Documents
2 box N 2 REDWOODS

Student’s ID Student's Name Academic Year:
P Activity > | Finaid - Checklist (required forms) ¥ cousmEAL == Robort mm—

Checklist - CLICK HERE to view your req...

Foe Use the attachment button to subrmit any additional financial aid documents that gt not already listed as

required/missing
f Forms >
N Additional Documents
Drafts >

BIA Need Analysis Request

inaid - Optional Forms v
Additional Info

Self-Service i .
California College Promise Grant Loss A...

g My Documents >
Dependency Status Review

Dependency Status Update

Direct Loan Application

Direct Loan Change Request
Financial Aid Cancellation Request

Release of Information

P
m etfieve | CENTRAL

Flow Forms

&2 Inbox >

QRCOLLEGEFEE al Documents
REDWOODS

Student's ID Student's Name Academic Year:

!? " COLLAPSE ALL
Activity > | Finaid - Checklist (required forms) v wessse Robert GW—- 2020-21 ~

Checklist - CLICK HERE to view your req...
Foms Use the atiachment bution to submit any additional financial aid documents that are not already listed as

g no
A Additional Document
Drafts >

BIA Need Analysis Request

Finaid - Optional Forms w
Additional Info

Self-Service L .
California College Promise Grant Loss A...

é My Documents >
Dependency Status Review

Dependency Status Update

Direct Loan Application

Direct Loan Change Request
Financial Aid Cancellation Request

Release of Information

.
etfieve | CENTRAL

Flow Forms

COLLEGE=®: cuments
O ibor , 5 REDWOODS
Student's ID Student's Name Academic Year:
I’_‘P Activity > | Finaid - Checklist (required forms) ¥ ComAmEAL ey Robert Swesw— 2020-21 v

Checklist - CLICK HERE to view your req...
B Use the altachment bution to submit any adaitional financial aid documents that are not already listed as

required/missing
N Additional Documents
Drafts >

BIA Need Analysis Request

Finaid - Optional Forms v
Additional Info

Self-Service . .
California College Promise Grant Loss A..

% My Documents >
Dependency Status Review

Dependency Status Update

Direct Loan Application

Direct Loan Change Request
Financial Aid Cancellation Request

Release of Information

v

Submit | Attachments | Dow._load
— ] —

Step 3.

Select the academic year you are
submitting for.

Not sure what year? Please con-
tact the Office of the eForm.

Step 4:

Click on the “Additional Info” text
area and leave a brief statement
about the attachment you are sub-
mitting.

Step 5.

Use the “Attachments” button to
select and upload a file.

Use the “Submit” button to submit
attachment.

[13]



2.
m etfieve | CENTRAL

Understanding Your eForm Status

A
etrieve | CENTRAL

o
effieve | CENTRAL

.. 517719

L. 517/19

.. SAT/e

.. 517/19

5/17/19

. 517719

t... 517718

Lets take a closer look

F18CBADG... 5/29/19 3
In Progress

Lets take a closer look

F18CV3-033... 5/8/19 3
Ended

After Submitting a Form

Once you have submitted a Form,
students can click on “Activity”
and view the current status of that
form.

Financial Aid eForms: Please
allow 1-2 weeks after submission
for forms to be fully accepted and
tracked.

Status: “In Progress”

After clicking on “Activity” you will
see forms that are labeled “In
Progress” this means you have
submitted the form and the form is
waiting to be looked at by Office
Staff.

Status: “Ended”

If the student’s form has a status
of “Ended” this means the form
has been accepted by Office Staff.

Financial Aid eForms: The Form
will then be tracked into the stu-
dent’s file and will show up as re-

ceived in myFinAid.
[14]



Returned eForms

Purpose:

The eForm inbox allows Office Staff to return an eForm when there is something wrong
with the form.

Students will receive an eForm back with a history comment letting the student know what’s
wrong with the form. The student can make corrections to the form and resubmit.

The form will remain in the student’s inbox until corrected and resubmitted

m etfieve | CENTRAL = Inbox
< s When a student has a returned
i eForm, the inbox will display a
number which indicates the
amount of returned forms.
2 My Documents
e " Note: this notification number will
not change until the form has
 — been resubmitted.
388] et covra Viewing the Returned Form
Flow hlisiis COLLEGE#: CCPA-California College
&2 Inbox > REDWOODS Promise Grant Loss Appeal
@ s > ' ' Students can click on the eForm
= ) to view and make any corrections
2 oot ) that are needed.
- >

Comments by the Staff can be
found in “History.” A notification
symbol will let the student know
there is comment.
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o
m etrieve | CENTRAL

Flow € FXXCCCPA-0338:

Inbox

P Activity > Package lrems

COLLEGE
REDWOODS

CCPA-California College

Promise Grant Loss Appeal

PURPO SE OF THIS FORM: This form is intended to appeal the determination that you are no longer academically
eligible for the Califomia College Promise Grantto waive your enrollment fees for the term indicated. This appeal is
resenved for students with extenuating or unique circumstance (L.e. verified iliness, accidents or circumstances
beyond your control, etc:). Appeals can only be submitted for ane term ata time

Note: Foster Youth and Former Foster Youth (up to age 24) are exempt from loss of both priority registration
and the California College Promise Grantper regulation.

Forms

f Forms >
Drafts >
History CLOSE
c Package History Audit History
Self-Service

£ My Documents >

Academic Year:

naamnsa ot Christman. 2018-18

Duffy, Anna
Note in History

06-25-201, 9:14:37 am

& reason(s) that you failed to mest the academic
ion regarding your academic standing is sentto

5-2019, 9:14:46 am

s of documentation include doctor's notes,

Locked

M Gmail Q S @ # crews o

« O 60§ & 0 B B 50020 ¢ > &
| compose
~
Inbox 5 etrieve@redwoods.edu Tue,Jun 25,917 AM Yy
To access it, please click here
W Starred
o
snoozed
© etrieve@redwoods.edu Tue,Jun25, 318 AM Yy 4
> Sent tome ~
B Dprfts caution:This message was sent from an external sender and did not originate from College of the Redwoods. If you are unsure of +
the authenticity of the sender, DO NOT click any links or download any attachments.
hd More
The workflow package "FXXCCCPA-aaaaRSEaimism——"m-/3' has been Returned by Duffy, Anna and is available for your
review.
Comments: Note in History
To access it, please
« Reply = Forward
>

. ~
etfieve | CENTRAL

Flow € FXXCCCPA-L___ 3% o —
COLLEGE®: CCPA-California College
99, i
REDWOODS Promise Grant Loss Appeal
] S BURPOSE OF THIS FORM: This form is intended to appeal the determinalion that you are no longer academically
P Activity > | Package ltems eliginle for the California Callege Promise Grantto waive your enrallment fees far the term indicated. This appeal is
resenved for students with exienuating or unique circumstancs (ie. verified llness, accidents or circumstances
beyond your control, etc.). Appeals can only be sUDMItied for one term at a ime
Note: Foster Youth and Former Foster Youth (up 1o age 24) are exempt from loss of both priority registration
Forms and the Galifornia Goliege Promise Grantper reguiation.
# Foms > StudentsiD  Students Name Academic Year:
| 2018-19
Drafts >
|:am appealing for (select one).
Self-Service O Fall 2018 - Deadine: December 15, 2018
O spring 2019 - Deadline: May 17, 2019
£ My Documents >
@ Summer 2019 - Deadiine: August 1, 2019
< Section 1: Letter of Declaration

Attach a signed and dated statement explaining in detail ine reason(s) that you failed to meetine academic
standing standards during your most recent terms (Notification regarding your academic standing is sentto

your CR email after each primary term).

Section 2: Supporting Documentation

of Examples of include doctor's notes,

accident reports, loss of job, etc.

[ unofficial CR transcripts indicating significant academic improvement by completing my last semester Y

Locked

History

A student can click “History,” to
access the history of the form in-
cluding any comments by Staff.

A student can see when they sub-
mitted the form, the comment, and
when the form was returned.

Student Email Message

When a form is returned, the stu-
dent will also receive a student
email letting them know that a
form was returned.

The email will include a comment
by Staff and a link to the returned
form.

Email Link

When the student clicks the link in
their student email, they will be
directed to log into eForm.

Once logged into eForms, the stu-
dent will be redirected to the par-
ticular form in their inbox for re-
viewing and resubmission.
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Navigating Mobile Menu

Main Menu

Flow
&a Inbox >
P Activity >

Self-Service

£= My Documents >

Students can click on
any of the options to
view them.

>To log off of eForms
students will need to
click on the menu ex-
pander and select “Sign
Out.”

Forms

CREonEs

Bachelor’s Degree
Confirmation

PURPOSE OF THIS FORM: You are being askedto
complete this form because we need to confirm
whether you will have completed a Bachelor's
Deagree prior to beginning the — - — school year.

Please contact the CR Financial Aid Office if you do
not understand the question because it can have a
significant impact on your eligibility for financial aid
If you will have earned a Bachelor's Degree prior to
beginning the — - — school year, you are not
eligible for an SEQG or Pell Grant. You may be
eligible other types of financial aid, including the
California College Promise Program (formerly
known as the Board of Governors Fee Waiver,
BOG).

Student's ID

0338363

Forms will display as
normal. Students will
need to make sure to
scroll through and fill
out the form fully.

Students can use the
“Submit” button to
submit their form.

COLLAPSE ALL

achelor's Degree Confirmation >

California College Promise Grant L... »

Dependency Status Review >

m Forms Page

< ‘ e § Students can view
forms and select the
form they need to fill

Dependency Status Update > o u t

Direct Loan Change Request >
FA Secured Attachment Cover-sheet >
Financial Aid Cancellation Request 2

High School Completion Confirmat... >

Homeless Status Verification >
Release of Information >
Selective Service >

Unusual Enrollment History Appeal 2

Students can use the
back arrow to return to
the main menu.

Submission

COLLAPSE ALL
Financia | Aid

Bachelor's Degree Confirmation >

California College Promise Grant L... >

Dependency Status Review >
Dependency Status Update >
Direct Loan Change Request >

FA Secured Attachment Cover-sheet >

After selecting “Submit”
a student will see a
submission message
that says “Submitted
Form.”
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Logging out of eForms

- ~
etfieve | CENTRAL

Flow

&2 Inbox
P Activity

Forms

, Forms

Drafts

>

> Drafts

California College Promise Grant Loss A..

EDIT

V21 - Independent Student - Verification ...

>

Unusual Enrollment History Appeal
Drafts >

Self-Service

Selective Service

Parent Asset Information

My D t > ‘
é v Pocuments Parent Asset Information
¢ FA Secured Attachment Cover-sheet
V2D - Receipt of SNAP Benefits (Depend
V6D - Verification 2016 Untaxed Income ...
Student Asset Information
Selective Service
Direct Loan Change Request
v
o. &.
m etfieve | CENTRAL x etfieve | CENTRAL e
Flow Drafts X Flow
~
&2 Inbox > &2 Inbox
EDIT
P Activity > | Drafis P Activity
California Cellege Promise Grant Loss A...
Forms Forms
V2! - Independent Student - Verification ..
& Forms > & Forms
Unusual Enrollment History Appeal
Drafts > Drafts
Selective Service
Self-Service Self-Service

@ My Documents

Parent Asset Information

Parent Asset Information

FA Secured Attachment Cover-sheet

V2D - Receipt of SNAP Benefits (Depend...

V6D - Verification 2016 Untaxed Income ...

Student Asset Information
Selective Service

Direct Loan Change Request

You are now logged out

Log Back In

é My Documents

@ About

Signed in as
Robert it

[ signout

Step 1.

Click on the menu expander in the
upper right-hand corner.

Step 2.
The eForm menu will expand.

Click on “Sign Out” to sign out of
eForms.

Step 3.

If the student signs out success-
fully they will see a message that
says “You are now logged out.”

Students can click on the “Log
Back In” button to return to the
eForms login screen.

[End]





