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Student Verification
Within the financial aid world for higher education institutions, "verification" is a confirmation process through
which institutions request additional information and/or supplemental documentation from students based on
their Free Application for Federal Student Aid (FAFSA) responses. After initial processing and data checks, the U. S.
Department of Education flags some student applications for verification by the target institution. In these cases,
the target institutions will request additional information, documents, or corrections from students to continue
processing their applications for financial assistance.

To help alleviate the task-intensive student verification process, Anthology Inc. has automated, streamlined, and
simplified the verification process with its Student Verification solution. This solution provides a Student Portal for
students to review and submit documentation to complete the verification process.

Student Portal
The Student Portal is designed to interact with students and provide a streamlined verification experience. The Stu-
dent Portal is branded with the color scheme and logo from the target institution.

A student can access the Student Portal in several ways. Please see Sign In to find out more about logging in to the
Student Portal.
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Sign In
The Student Portal offers the ability to log in through Single Sign-On (SSO) or with a username/email address and
password. A student logging in with a username and password will receive the "New ISIR Documents Notification"
email. This email is managed by the institution and includes information to log in to the Student Portal.

Important: For first time users logging in to the Student Portal.
The account name is the email address at which the email is received, example john.doe@testschool.com.
The initial password is the first letter of the last name capitalized, the second letter of the last name in lower-
case, the last 4 digits of the social security number, and an exclamation point and @ symbol, example Test Stu-
dent would be St8787!@.

Important: If the user account is managed by SSO, the username and password is configured in an external
system. The user would need to authenticate in the external (institution) system. The normal username and
password process is not applicable to SSO users.

To sign in to the Student Portal:

1. Navigate to the Student Verification Portal using the URL provided by the institution.

Note: The styling (colors, logo, etc.) of the Student Verification Portal will be different for each institution.

2. Enter your Email and Password.

mailto:john.doe@testschool.com
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3. Select the LOGIN button.
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Sign Out
When you no longer need to access the Student Portal, you should sign out. Student Verification manages per-
sonal identifiable information for students and parents (where applicable). It is important that you do not leave an
access point open that could be a potential security risk. 

To sign out of the Student Portal, select Logout at the top-right corner of the page.
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Password Reset
If you forget your password, you can submit a password reset request. You must have access to the email address
associated with your user account. After a successful password reset, you can log in to the Student Portal.

Important: If the user account is managed by SSO, username and password are configured in an external sys-
tem. The user would need to authenticate in the external (institution) system. If the Forgot Password function is
implemented within the SSO configuration, this link is directed to your institutional authentication system for
password and user account support.

To reset your password:

1. Navigate to the Student Portal and select the Forgot Password link.

2. Enter your email address in the Email field.
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3. Enter the code shown in the provided field.

If you cannot read the code, select Refresh to generate another code.

4. Select the Send button.

Important: The system sends an email with instructions for resetting the password. The email will include a
link. Please select the link immediately as it will expire in a certain time frame.
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Electronic Signature and Consent
The electronic signature and consent process is optional and configured by the institution. Upon successful log in,
the E-Sign and Consent page will be displayed and require the student to opt in or opt out.

The OPT-IN selection consents to the use of electronic records in accordance with the terms of the E-Sign Form
and confirms the student can access disclosures, records, and other information from the institution in electronic
form.

The OPT-OUT selection declines the use of electronic consent and informs the student and institution that trans-
actions will occur through a manual paper process.

To opt in or opt out of the electronic signature and consent process:

1. Log in to the Student Portal.

2. Review the E-Sign and Consent page.

3. Select either the OPT-IN or OPT-OUT option.

4. Select Save.

Important: The system will automatically log the student out of the Student Portal if the OPT-OUT selection is
saved.
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Student Portal Site
Every page in the Student Portal site consist of three parts: Header, Main Content, and Footer. The header and
footer are the same on every page. The main content varies from page to page based on the user's navigation
selections.

Header

The top right section of the header displays the name of the logged in user and the log out option.

The banner section displays the institution's logo and portal name and the following navigation options:

l Home
l Menu
l Profile
l Form Center
l Contact
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Home
The Home option provides easy navigation to any area of the Student Portal. The Home page displays the Get Star-
ted button and the Required Documents, Completed Documents, and Useful Links tiles.

l Get Started Button

The Get Started button enables the student to navigate to the Required Documents page to begin the veri-
fication process.  

l Required Documents Tile
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Like the Get Started button, the Required Documents tile links to the Required Documents page which lists
the documents required for Verification, Comment Code, and Professional Judgment.

l Completed Documents Tile

The Completed Documents tile links to the Completed Documents page which list the documents com-
pleted by the student and/or uploaded by the staff. The student can review and download PDF versions of
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l Useful Links Tile

The Useful Links tile links to the Useful Links page which present URLs configured by the institution for the
student to review as helpful resources. The links can also be accessed from the page footer.  
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Menu

The Menu option provides navigation to the Required Documents, Completed Documents, and Useful Links pages.

Profile
The Profile option links to the My Profile page which lists the student's demographic information. The Profile is con-
figured by the institution. The student can edit any information that is not grayed out. The Profile enables the stu-
dent to opt in or out of SMS text messaging and add social media links. The Profile also enables the student to
reset the password.

Form Center
The Form Center option displays Verification, Comment Code, Professional Judgment, and General forms for the
student to review and download. The Form Center is configured by the institution.
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Contact
The Contact option displays the Contact Us page with information about the institution and the reviewer assigned
to the student. If the student is not assigned a reviewer, the page will only list the institution. Refer to the Contact
Us tile in the footer for additional information on the institution.

Main Content
The main content varies from page to page based on the user's navigation selections.
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Footer

The footer of every page in the Student Portal displays the logo/name of the institution and the Contact Us and
Useful Links tiles.

The bottom section is collapsible. When expanded, it shows the institution's portal name as well as copyright and
version details of the Student Verification application.
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Verification Process
When the Department of Education selects a student for verification, the process can require documents to verify
income and household related information. The Student Verification incorporates a rules engine to review the stu-
dent ISIR and demographic information to trigger a list of required documents. These required documents can be
found in the Student Portal.

To access and review required documents:

1. Log in to the Student Portal.

2. On the Home page, select the Get Started button or the Required Documents tile.
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Required Documents
The Required Documents page is multi-award year. If a student is selected for verification for a specific award year,
the appropriate award year is populated. The student will need to select the award year to view required doc-
uments.

The My Progress bar provides a percentage of documents completed. The Classification column identifies doc-
uments based on the categories of Verification, Comment Code, and Professional Judgment. The Action column
enables students to fill out, edit, and submit required documents.

Important: The Submitted column indicates a check mark when a document is successfully submitted by the
student and/or staff member. The Approved column indicates a check mark when a document has been
approved by a staff member.

Students can fill out, edit, and submit required documents from a mobile device or from a desktop device.

Submit Documents from a Mobile Device
Students can take an image of a document on a mobile device and submit the image to the Student Verification
portal. The application will convert the image to a PDF file.
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In the case of multi-page documents, students upload images of each page in sequential or chronological order.
The application will combine the images into one PDF file hat will be saved under one document version and doc-
ument type.

The following steps provide an example of a student submitting a multi-page document from a mobile device.

1. Log in to the Student Portal.

2. On the Home page, select the Required Documents tile or select the Get Started button.

3. Select a document to Submit.

a. Select I am ready to Upload.

b. Take a photo of the document and upload it. For multi-page documents, select the page images in
correct order.

Note: PDF, JPG and TIFF files are accepted

Upload multi-page documents in sequential or chronological order, for example, page 1, followed
by page 2, etc.

4. In our example, we uploaded a birth certificate. See that the document shows submitted status and the Edit
option is available.

5. If it necessary to upload a new version of the document, select Edit.
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a. Select I am ready to Upload.

b. Take a photo of the document and upload it.

Submit Documents from a Desktop Device
The Verification Worksheet is the most common required document for a student selected for verification.

The following steps provide an example of a student filling out a Verification Worksheet from a desktop device.

1. Log in to the Student Portal.

2. On the Home page, select the Required Documents tile or select the Get Started button.

3. Select the Fill Out button for the Verification Worksheet.

4. A modal window provides the following options:

l Download a blank Verification Worksheet from the link at the top.

l Fill out the form electronically.

l Upload a filled out document.

5. Choose the upload option if you have downloaded and filled out the blank PDF form and saved it on your
device.

Select the Browse button and navigate to the file and select the Upload button.
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6. If you choose to fill out the form electronically, the Verification Worksheet wizard is displayed. The wizard
divides the Verification Worksheet into multiple sections.

7. Select Next. Section B of the Verification Worksheet appears.
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8. Select Edit to update the household member or Delete to remove the household member.

9. (Optional) Select Add Household Member, complete the form, and select Save.
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10. Confirm, Yes, I am the only person in my household. (This is displayed only for 1 in household and 1 in
college.)

11. Review and complete Student Income Information to be Verified in section C of the Verification Work-
sheet. This page expands based on the selections.



Anthology Student Verification 25.2.0 25 Student Portal Guide

12. Review and complete Parent Income Information to be Verified. (Only visible for dependent students)

13. Review and certify the Verification Worksheet.

14. Select the check box to certify that all of the information reported on this worksheet is complete and cor-
rect.

15. Select Submit and review section D of the Verification Worksheet.
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Important: Subsequent documents may be added to the required documents list based on answers to the Veri-
fication Worksheet.



Anthology Student Verification 25.2.0 27 Student Portal Guide

Special Circumstance Request
The Special Circumstance Request button is optional and configured by the institution. The Special Circumstance
button enables a student to initiate a Professional Judgment (PJ) review based on unusual circumstances. The insti-
tution must enable the PJ feature.

The Special Circumstance Request can be initiated for any award year where the student has an active ISIR. The
form can be a PDF or an interactive form wizard.

Complete a Special Circumstance Request:

1. Select the Special Circumstance Request button located on the Required Documents page.

2. Select the appropriate Award Year and Current Dependency Status.

3. Select Next.

4. Review the Special Circumstance Questions and select, where applicable.

5. Select Next.
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6. Provide a Student Statement.

7. Select Next.

8. Review and certify the Special Circumstance Request.
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9. Select Submit.

Important: Subsequent documents may be added to the required documents list for the PJ request.

The Professional Judgment document will be marked submitted in the required documents list.
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Completed Documents
The Completed Documents page lists required documents that have been completed by the student and/or staff.
A student can select to review and download a document. The Completed Documents page also enables a student
to opt-in or out of the electronic process. Please see the Electronic Signature and Consent.

Review and download a document:

1. Log in to the Student Portal.

2. Select Completed Documents.

3. Select the blue hyperlink for any document in the list.

4. Save the PDF document.

Important: The latest version of the document will be available in Completed Documents. Be sure to pay close
attention to the last uploaded date.
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Useful Links
The Useful Links page provides helpful resources to the student. This page is configured by the institution.

Review and download a document:

1. Log in to the Student Portal.

2. Select Useful Links.

3. Select one of the available links.

4. Review separate tab with information.

This concludes the Verification Process in the Student Verification Portal. Please contact your institution
should you have any additional questions.
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