Student Document Attachment Instructions

1. After logging into GothicNet portal, click on the Admissions tile

v Applicant Homepage

Admissions Events Important Dates Admissions Classic Home

am
am
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v}
il

1 active application

2. Click on “To Do List”

< Applicant Homepage Application Status 7~ 5 @
(,) 2
Fall 2019
Undergraduate

New Jersey City University

[ Application Status | Application ‘ To Do List

Application Date 10/19/2018
Intended Major IM-MIS-Diagnostic Med Sonograp

Application Status Conditional Admit OSP ore Information @

View Decision Letter
View Financial Aid Shopping Sheet
Contact Us

Decline offer of Admissions

3. Select the name of the document from the drop down list and click “Attach”

< Applicant Homepage

Fall 2019
Undergraduate
New Jersey City University

[E2 Application Status Application To Do List

L

Dep Ver Wrksht
12/06/2019 >
Incomplete

2017 Social Security Benefits
12/06/2019 >
Incomplete

Copy of Social Security Card
12/06/2019 >
Incomplete

2017 Parent Tax Return
12/06/2019 >
Incomplete



Student Document Attachment Instructions
4. Click “Attach”

Task Details

Status Incomplete
Status Date 11/06/2019
Contact Katrina Smith-Younger
Email ksmith@njcu.edu

Due Date 12/06/2019

You must compNge the 2019-2020 Dependent Verification Worksheet. Please be careful to
indi Rers of your family that are presently attending college

indicate those me

5. Immediately, you'll be taken to the Attach Documents page. In The Aid Year, enter 2021.

Attach Documents

Enter any information you have and click Search. Leave fields blank for a list of g

| Find an Existing Value

| w Search Criteria

/

Aid Year| begins with v |2021 |

[ search || Clear | BasicSearch B Save Search Criteria
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6. To attach a new document click Add

Academic Institution: MNew Jersey City University

Academic Career: Undergraduate Aild Year: 2019
File Attachments Personalize | Find | 2 | B First ‘4’ 1of1 ‘b JLast
Attachments Audit
Attach
Attached File Description Form Form Image Name View
Type
Tax_Retum_Transcript . "potum_Transcript_sam| FT TAX RETURN TRANSCRIPT  View] [=]
_sample. pdf v
Add
o Save

7. Click on Browse to select a document to attach from your computer. You may need to
scan the document first and save it to your computer, unless it’s already saved in a PDF
or Document format (.pdf, .doc, .docx).

File Attachment
Help

E_C:HUsers'-.tdunelan‘nDesktop\Dependent Verfication.pdf = Browse...

Upload Cancel
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8. Select desired document and click Open to attach

Open
A4 M > ThisPC » Desktop

Organize » MNew folder

I ThisPC Mame

¥ 30 Objects
[ Desktop
|‘:T:'| Documents
¥ Downloads
Music

'ﬂ Microsoft Edge
ﬁ psnvs - Shortcut

Pictures

Videos

N

System Reserved (B:)

Local Disk ()

csdev (\knight2000\PSOFT) (N:)

€590 (Viknight112WPSOFT) (O]

PSCUSTOM (\iknight112) (P:)

PSOFT (\Knight4000) ()

w= PSCLSTOM M kenioht 2000 (R:) A

HHHHREF

Dependent Verfication.pdf

File name: | Dependent Verfication.pdf

9. Clickon “* to select Attach Form Type.

Search Desktop

Type

Adobe Acrobat D...
Shortcut
Shorteut

573 KB
2KB
KB

Cancel

Academic Institution: i i i
! MNew Jersey City University - Look Up Attach Form Type
Academic Career: Undergraduate Aid Year: 2019
Attachment Form Type:| begins with
i i 3 - 4 4 »
File Attachments Personalize | Find | £V | B First 1-20f2 Last Look Up Clear Cancel | Basic Lookup
Attachments Audit
Attach Search Results
Attached File Description Form Form Image Mame View X N : ¥
Type View 100 First 1-Tof 7 Last
Tax_Retum_Transcript 7 "petim Transcript_sam| FT TAX RETURN TRANSCRIPT  View [=] LIS B U R AT e T
_sample.pdf FC SPEC. _CIRCUMSTANCE REQUEST
. -
Dependent Vermcation  bependent_Verfication.pdf | [FD_]Q DEPENDENT STUDENT VERIF. View [=] L DEPENDENT STUDENT VERIE.___]
pdf FH HIGH SCHOOL COMPLETION STATUS
Add Fl INDEPENDENT STUDENT VERIF.
FN STMT. OF EDUC. PURF - NOTARY
FS STATEMENT OF EDUC. PURPOSE
ol Save FT TAX RETURN TRANSCRIFT

10.Click Save to complete document attachment. Repeat steps 6 -9 for each document in

the To Do List.



