E-Sign PIN: How to create an e-sign PIN to sign forms

E-Sign a Web Form

After you have completed all of the sections on the web form, a preview of the document will be shown
on the Review & Sign screen. Review the document PRIOR to e-signing the form. If corrections are
needed, use the links on the left side of the screen to go to the section that needs changes.

When all information is correct, you will need to e-sign or sign your form with a pen.

StudentForms

) Faithv

a Needs Action  Verlfication > Tasks » Independent Verification Forr
Verification
'“ Appeals

Independent Verification Form

Bl OtrerDoce -
P . gt Al
- Sty >  Review&Sign

Independent Verification Form
FAITH TESTINGCLEAN

Bl conscrus

*  Return to Student Tasks

FAITH

) Number

Student s First Name

Consent to Use of
Electronic Signatures

Accept: You accept the terms and conditions.
This allows you to e-sign.

Cancel: This option will return you to the Review
& Sign screen.

If you do not want to accept the terms and
conditions, you may opt out of e-sign.
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Once the form is e-signed you will receive a “Success” message that will notify you of any additional
documents you are required to upload into the application. This documentation is based off of the
information you provided in the web form. If you do not believe the request is correct, you must correct
the information provided in the web form using the “Fill Out” button.

Success

You have successfully E-Signed your document, and it has been automatically uploaded into our
system.

Based on the answers you provided, you must upload the following documents
» Student's 2020 Federal IRS Tax Return Transcript

You will now be redirected back to your current tasks

OK

DEPENDENT STUDENTS: If you are a dependent student, the web form may require a parent signature.

Create an E-Sign PIN

The first time you e-sign a web form, you must create an e-sign PIN. You will always have the option to
opt out of e-sign, print, sign and upload the form.

At the bottom of the “Review & Sign” screen, click on the “Create my E-Sign PIN” link.

Certification and Signatures
Each person signing this worksheet certifies that all of the information reported on it is complete and correct. WARNING: If you purposely
give false or misleading information on this worksheet, you may be fined, be sentenced to jail, or both,

The student and one parent must sign and date.

Student’s Signature Date

Click this link to
create your PIN
for E-signature.

Parent’s Signature Date

- E-Sign PIN *
—» Create myE-Sign PIN @

Opt out of E-Sign @ NO




You will be presented the “Consent to Use of
Electronic Signatures.”

Agree to the terms and the “Manage E-Sign PIN”
modal will populate.

Here you must provide the following information
EXACTLY AS IT APPEARS on your FAFSA:

* First Name

* Last Name

* Date of Birth

* Social security number

Choose a 5-digit number for a PIN.
Confirm the 5-digit number.
Click the “Create” button.

You will be redirected to the “Review & Sign”
screen with a confirmation message that the PIN
has been created. You will now be able to enter
this 5-digit PIN to e-sign your document.

(If the information does not match your FAFSA
exactly, an error message will appear and the PIN
will not be created.)
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Reset an E-Sign PIN

If you forgot your e-sign PIN,
you can reset it by selecting
the “Forgot your E-Sign

Each person signing this worksheet certifies that all of the information reported on it is complete and correct. WARNING: If you purposely
give false or misleading information on this worksheet, you may be fined, be sentenced to jail, or both.

The student and one parent must sign and date.

PIN” link above the e-sign
box on the “Review & Sign”
screen of the web form.

You are required to provide
your identifying information
as you did in the previous
step to create your PIN.

Select a new PIN, and then

click the “Reset” button.
€ Back

Student's Signature Date
Parent's Signature Date
* E-Sign PIN

Forgot your E-Sign PIN? @

Opt out of E-Sign @ NO

After your PIN has been reset, you will be redirected to the “Review & Sign” screen.

Enter your 5-digit PIN to sign your document.

Opt Out of E-Sign

You will always have the option to opt out of

e-signing a web form. If you opt out, you will need
to print the form, sign it, and upload it back into

the system.

Toggle the “Opt out of E-Sign” switch to “on.”

The “Confirm opt out of E-Sign” modal will appear.

Click on the “Confirm” button.
This will change the “E-Sign” button
to a “Download” button.

Click the “Download” button.
You will be returned to the task list.

To opt out of the consent of e-sign
toggle the switch on. By doing this you
will no longer be able to use the e-sign
until you toggle the switch off and
accept/re-accept the terms and
conditions of e-sign.

Opt out of E-Sign @ NO

Confirm opt out of E-Sign

When you opt out of e-signature you must upload a signed copy of the form by

completing the followi

1. Click Download at the bottom of the next page
2. Print form
3. Sign your document

4. Scan or take a picture of your document

3. Save the file or image on your desktop
6. Upload the document to the task
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Parent E-Sign

If a dependent student needs a parent to sign a form, the student must request a signature from the
parent. When the parent reviews and is ready to e-sign, the parent does not create a PIN. The parent
will use the parent account password to e-sign the form.





