Online Dynamic Forms Instructions for Parents

Click the link at the very bottom of the email that was sent to you or go to https://dynamicforms.ngwebsolutions.com/.

UCA Financial Aid Form Assistance Request = nox ¢ B
donotreply@uca.edu Mon, Feb 14, 10:05 AM (7 days ago) 3y 4
fome -

You are receiving this e-mail because Sarah Headley needs your help in completing the Household form for Financial Aid.

Please click the link at the very bottom of this email to complete your section of the form.

by clicking on the Create New Account link.

PLEASE NOTE: This message was sutomafically generated. Please do not respond to this emall address; it is used only by an automated system and s not momitored for responses. If you have questions, please call us at 501-450-3140 or email us at

finaid@uca.edu

Office of Student Financial Aid
University of Central Arkansas
501-450-3140 | fax: 501-450-
email: finaid@uca.edu

wwnw.uca.edu

Click here to complete your section of the form.

You will be asked to electronically complete and sign the form. If you already have a Dynamic Forms account, please log directly in by entering your Username and Password. Otherwise, please create an account

Once you click the link, it will take you to a login screen to get securely logged in as the parent.

This email address associated with this login is specific to the parent and is different than what the student uses.



https://dynamicforms.ngwebsolutions.com/

This is the login screen. If you have a parent account in the Online Dynamic Forms software, you can simply log in.
Otherwise, you will need to click Create New Account. Since this software is new to UCA, you likely do not have a parent
username and password yet for our online forms. Click Create New Account.

Log In

User Name or Email Address

Password
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Create Account

ur en fast, easy and safun olle ou mmedgdiate y Nave COnVenient online access omipe aquire
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Please complete all of the information below
Username *

(=]

Password *

Confirm Password *

First Name *

Last Mame *

Email Address *

Confirm Email Address *

el

Secret Question *

a - Fleaze select - W

Secret Question Answer *

a

Answer Hint *

This is what the Create User Name next step looks
like. This process is to set up a secure log in for you
to be able to fill out online forms and electronic
sign these forms in a secure atmosphere.

Follow the instructions on each step, then hit

Create Account at the bottom.



Once the login is created, it will tell you to verify your email address. This means you need to go in your email and verify
your account information is correct.
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Verify your email

We =ent an email to your inbox

Flease visit the link provided in that email 1o confirm your email address and activate your account

MNOTE: If you do not receive the confirmation email in your inbo, please check your junk andfor spam folders.

In your email, it will look something like this. Click the Confirm Email link.

Confirm your email @@ = inbox x

notify@ngwebsolutions.com
tome -

Hello Y“r  Thank you for creating a Dynamic Forms account!

Name

In order to complete your account registration, you must confirm your email by visiting the link below:

&~

< Reply ~ Forward




Once you click Confirm Account in your email, it will take you to this page.
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you hawve successiully confirmed your email and activate

You can do one of two things to get to your form at this point. You can click the Log in to Dynamic Forms option on this

confirmation page or you can go back to your original email with the link to the form that was sent to you. If you go back to

the original email, the link in the email should take you directly into the form to fill out.



If you choose the option to Log into the Online Dynamic Forms, this is the next screen
to pick an inbox. The options are Pending/Draft Forms or Forms History.

The Pending/Draft Forms folder will display your forms that need attention.

. Sometimes it gives you the option
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Pending / Draft Forms
Form Name
HOUSEO - Household Size Worksheet 2223
CHSUPO - Child Support Paid Verification 2223
PW20 - Parent W-2 Request Form 2223

PTAXO - Parent Tax Verification Form 2223

1 n ¥ L 50 Y items per page

Status

Incomplete

Incomplete

Incomplete

Incomplete

Description
Started By:

Student Name

Started By:

Started By:

Started By:

Date

Signature Request Date:
2/14/2022 11:00:05 AM

Signature Request Date:
2/8/2022 10:08:22 AM

Signature Request Date:

11/30/202 3PM

Signature Request Date:
11/30/2021 10:02:39 AM

My Forms - B4

Q
PDF HTML ' iR
7 3 Action =
[ =] Action =
@ @ Action v

1-4of 4 items C)

&

You can see that this parent has 4 pending forms that the Status is Incomplete.

To Complete these forms, Click the Action drop down box on the right out beside the form you want to complete.

It will display a few options:
« Complete Form

o View PDF

o View HTML

Click Complete Form to start and/or finish the needed form.




When completing a form, follow the instructions closely.

When you have entered everything needed and uploaded any documents the form asks for, click on the yellow box in the

signature field to sign the form.

A popup box will appear for you to re-enter your name then click Sign Electronically to sign the form.

Sign electronically

Please read the Disclosure ! Consent before you sign your
form electromically.

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

To continus with the electronic signature process, please enter
your name and click the "Sign Electronically” button to sawe
your information and submit your electronic signature.

| R

|
First Name
|

I
Last Name ‘




Once you hit Sign Electronically, it will take you back to the form with your signature displayed.

You then want to hit the Submit Form button when the form is complete.

Do not hit Save unless you plan to come back to the form to finish it later.

C. CERTIFICATION AND SIGNATURE

| certify that all of the information on this worksheet is complete and correct.

Horedbrnr éff/fffé/ff N

student Signature Date

| {the parent) certify that all of the information on this worksheet is complete and correct.

If the above information is not correct, please to do not sign and submit the form.
You have the option to Return the form for revision back to the student. If you do so, you will be prompted to send a message to the student

with your notes on what to correct on the form. Then once the student has made the changes and submits the form again it will be sent to
you so that you can sign the corrected form and then submit it.

) § r CIER R R R
ﬂzmmf géyffﬂfw-‘? 02/21/2022
Date

Parent Signature

*Note*

Remember to hit the Submit button when you hay¥ completed and signed the form.

The Save feature is only if you want to save input progress to complete the form at a later date.

| Save Progress || Return for Revision (| Submit Form ”




Some forms ask the student to enter the information and the parent simply needs to verify that the information on the
form is correct then electronically sign the form.

If you find something that your student has entered incorrectly, you can return the form to the student for revision before
you submit the form.

You can do so by clicking the Return for Revision option at the very bottom of the form you are working on.

It is located right beside the Submit button.

x*

gjarent c53'771ature

Parent Signature Date

*Note*
Remember to hit the Submit button when you have completed and sighed the form.

The Save feature is only if you want to save your input progress to complete the form at a later date.

| Save Progres ‘ Return for Revision ‘ Submit Form |

Once you click this option, another screen will pop up in an email format to the student.



The email screen will ask you to enter a Subject and Body of text. This is where you need to explain to the student what
needs corrected.

This is what the email screen will display:

Return For Revision

This form will be returned for revision. Please enter the content of the email that will be sent to the previous form participant(s) to prompt them tao review and/or re-
submit the form.

To
Student name and email address will auto populate here
Subject

Body

<» | Source & [ i = y 3,‘ W% B =
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Styles - Format - Font - Size - -

L
i
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Characters (including HTML): 0

Cancel and return to form

Once you’ve described what needs changed on the form to the student in this email body, click the

“Return this form for revision” button to send it.

If you decide that the form doesn’t need revision, hit the cancel and return to form to be directed back to the form.

Once the student submits their corrections, you will get a new email with the link to complete your section of the form again.



If you want to view a recently submitted form, you will need to select My Forms option at the top of the Dynamic Forms in-
box page. This will display the different inboxes you have.
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You will want to click on Forms History if you are looking to find all your recently submitted forms.
This will display the Forms History inbox which has all the forms you have submitted that have already been processed.

You can sort the forms by clicking on the heading “Form Name” or clicking on “E-Signed Date” to sort by date you sub-
mitted the form.

You can also view the submitted form by clicking on the PDF symbol to the right of the form.

You can not change a form once it has been submitted. If you have questions about this, please contact our office.

We hope these detailed instructions help you with your UCA Dynamic Forms. If you have additional questions or concerns,
please feel free to contact us.



