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Screen Design and Navigation 

The pop-up blocker on your browser should be turned OFF. 

The system requires the use of JavaScript and Cookies.  Please be sure to enable 

JavaScript and Cookies in your web browser in order to access the full functionality of the 

site. 

Use your mouse and/or your keyboard to navigate within the system.  You can use your 

keyboard as follows: 

Data fields:  use the Tab key to move through data fields or Shift and Tab to move 

backwards 

Next or Previous button:  Tab to the button and press Enter 

Check box:  press the spacebar to check or to uncheck a box 

Radio buttons:  use the up and down arrows 

Dropdown boxes:  use the up and down arrows 

Icons, such as  are used throughout the system.  Hover your mouse over the icon and a 

text description will appear.  Additionally, some icons such as,  will open a pop-up box 

containing information when you click on them. 

Navigate to any screen from within the system by clicking the Menu dropdown on the top 

toolbar and selecting an option.  

Breadcrumbs at the top of each page follow the path you took from the Main Menu.  Click an 

underlined breadcrumb to link to a page along that path.  To return to the Main Menu click 

the HOME breadcrumb. 

Your session will end automatically if it is inactive for a period of time.  You must log in again 

with your username and password.   
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Main Menu 

 

 
 

Contact Us 

A Contact Us link is available on the menu tool bar for College Financial Aid recipients. 

Clicking the  Contact Us icon will open a preformatted email window. You must select a 

subject from the dropdown provided. This will direct your email to the appropriate staff 

member. Enter your text into the text box and click on Submit. 

When SEAA has responded, you will receive a notification prompting you to log in and 

select Help Requests from the main menu to read the reply. 

Help 

Clicking the  Help icon opens the user manual.  Scroll or use the search to navigate within 

the document.  The Table of Contents at the beginning of the help text is organized by the 

items on the Main Menu.  To navigate directly to help text from the Table of Contents, hold 

your Ctrl key and click the topic. 

Logout 

For your security it is very important that you click   Logout to end your session.  
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Menu Items 

Click on a description to navigate to that section of the system. See below for more 

information about each of the items on the menu. 

To Do List 

 

Your “To Do” list is a summary of the applications and documents you have submitted to 

date and any additional documents required to complete your application(s). Documents 

and Tasks for College Financial Aid, if any, will be listed first. Note: For K12 Grants and 

Scholarships, the academic year will be displayed for your To Do list. The most recent 

academic year will be displayed first and will be followed by past academic years.  It is 

possible to have To Do List items which need to be completed for more than one academic 

year. Check the column called “Action Items” for additional information that needs to be 

provided. 

Each task will have one of the following icons next to it: 

  The task or document is complete 

  The task or document is incomplete 

Items may be shown more than once if required for more than one program. 

Your To Do List may display documents that SEAA is requesting for you to upload.  For 

each task click on the link in the Action Items column to upload the document. See 

examples below. 
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If the item has a Due By date listed, be sure to submit your document by the Due By date. 

Upload Proof of Prior Enrollment 

Your To Do List may contain a task to upload proof of prior enrollment. 

 

Click on the link to upload your proof of prior enrollment. A box will open in another window. 
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Click Choose File.  In the dialog box find your folder and file, highlight the file and click 

Open. Once you have selected the correct file, click Upload File. You can edit the file name 

before clicking on Upload File.  

The To Do List will now reflect that your document is under review.  

 

  

Upload Eligibility Determination Form 

Click on the link to upload an Eligibility Determination Form. A box will open in another 

window. 
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Click Choose File.  In the dialog box find your folder and file, highlight the file and click 

Open. Once you have selected the correct file, click Upload File. You can edit the file name 

before clicking on Upload File.  

The To Do List will now reflect that your document is under review.  
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Accept or Decline Award Offer 

Your To Do List may contain a task for you to accept or decline your award offer.  

 

Due By column displays the date that you must respond by or else your award will be 

marked as “Past Due – Offer Rescinded”. 

Click on the link Respond to Offer.  A screen will display where you can Accept or Decline 

the award offer. 

 

Change the <Choose One> drop-down to Accept if you want to accept the award. 

Change the <Choose One> drop-down to Decline if you want to decline the award. 

Then click on the Submit button. 

The To Do List will now reflect that your award is Accepted or Declined. 
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Applications and Renewals 

 

All students for whom you are listed as a parent or guardian will be on this screen. This 

includes students in a pending renewal or renewed status. 

If you have started, but not submitted an application, the Finish Application link will display 

allowing you to finish the student’s application. For applications that you have submitted and 

have incomplete tasks, the To Do List link will display.  If all tasks are complete, the word 

Complete will display. 

If you would like to apply for a student that is not listed, click on the Add Student link. The  

following screen will display: 
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Add Student 

 

 

Enter the requested information for the student. If the information entered matches a student 

that is already in the system an error message will display on the screen with further 

instructions. Otherwise, the student will be added and an application can be entered for that 

student. 

 

Applications 

 

Click the Apply Online link for the application for which you want to apply.  You will need to 

come back to this screen to apply for each application.  When Apply Online is selected for 

the Disabilities Grant application, the following screen will display: 
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Review the information carefully and when you are ready to apply click on the link at the 

bottom of the screen. 

 

Online Application Overview 

The application sections are listed in the left-hand toolbar. To navigate between screens, 

click on the Next and Previous buttons at the bottom of the screen.  

• Hold your cursor over the  information icon for more information about the 
question.  

• All required questions on a page must be answered in order to navigate to the next 
page.  

• Your application is automatically saved as you navigate from page to page.  
• All required fields must be completed in order to submit the application.  

If you start an application but do not submit it, when you log in again and select the Apply 

Online menu option you will have a Finish Application option. If your online session is 
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inactive for 15 minutes or more you will automatically be logged out and must log in again 

with your username and password. 

Parent/Guardian Information 
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The first page of the application collects the parent/guardian information. This screen is a 

summary of your demographic information. The information on this screen will be prefilled 

with any answers that have already been provided. Some of the fields on this screen cannot 

be updated. 

If the address or security questions are changed on an application, the information will be 

updated on your record. If your Social Security Number or Date of Birth is not correct you 

must contact SEAA.   
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Student Information 

 

 

All fields with * are required and must be completed. If any required fields are left blank a 

red error message will display at the top of the screen and must be completed before you 

can continue.   
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If “Yes” is chosen for the question “Is either parent or guardian of this student currently on 

full-time active military duty?” additional fields for the Parent/Guardian information will need 

to be entered. 

 

School Information 
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On the School Information screen the student’s name, ssn and date of birth will display at 

the top of the screen.  

All fields with * are required and must be completed. If any required fields are left blank a 

red error message will display at the top of the screen and must be completed before you 

can continue.   

Select the nonpublic school the student will attend for the School Year. If you do not know 

the nonpublic school the student will attend, select Unknown for the school. 

Select the grade level that the student will be for the upcoming year. 

 

IEP Information 

 

On the IEP Information screen the student’s name, ssn and date of birth will display at the 

top of the screen.  

All fields with * are required and must be completed. If any required fields are left blank a 

red error message will display at the top of the screen and must be completed before you 

can continue. 
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Consent and Certification 

 

In order to submit your application, you must agree to the terms on this screen.  If you agree 

to all of the terms, check the boxes and click Submit.   

If you do not agree to all the terms, logout of the system or click Home to return to the Main 

Menu or click the Menu drop down to select an option from the menu.  Your application will 

be “On Hold”.  You can login to your account at a later time and complete your application if 

you wish. 
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View Summary:  Click to view your application responses before you submit your 

application.  You will be able to view your application after you submit it, but you will 

not be able to access it to make changes.   

If you need to correct any information, click the Previous button until you reach the 

page with the incorrect data.  Make your changes and then click Next on each page 

to return to the Submit Information page.  

Print Summary: Click to download and print your application before you submit it.  

To print your summary, Adobe Reader must be installed on the computer you are 

using.  A link to download Adobe Reader is provided.  

You will have the option to view and print your application after you submit it.  

That summary will include the date you submitted the application. 

Submit:  You must click the Submit button to complete your program application 

submission.   

You can update your contact and expected enrollment information after you submit 

your application by logging in to your account. 
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Confirmation 

 

This page confirms the submission of your application. 

View Summary:  Click this button to view a summary of your submitted application. 

Print Summary:  Click this button to download and save or print a PDF of your 

submitted application.  The summary will include the date you submitted your 

application. 

Once your application has been submitted you can click on the “Home” breadcrumb to 

navigate back to the Main Menu or select another option from the drop down menu.  

If you wish to apply for another program, click on the “Apply Online/Check Application 

Status” breadcrumb. 

All required documentation must be complete and received by the SEAA Office for your 

application to be considered. Login to your account regularly to check the status of 

your application. 

After you submit your application, you can view it at any time by selecting Applications and 

Renewals from the main menu.  
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School Choice 

 

Use this screen to change the school your student will be attending for the academic year. 

The drop-down list includes all K12 schools with a type of Nonpublic that are eligible to 

participate in the program(s) for which you applied. Change the student’s school by 

choosing a school from the drop-down list and clicking on the save button. 

 

Eligibility and Award Information 

 

This screen lists eligibility and award information for each academic year. To view the 

information, select a student from the dropdown.  
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Each academic year for which the student has applied is listed, with the most recent 

academic years listed first. Within each academic year all schools on the student’s record 

are displayed. Within the school, all programs, enrollment status and award amount are 

listed by term. 

The program status is displayed as a colored icon. Hover over or click on the icons    

  for more information on your program status. If the program status is ineligible, the 

status information pop-up will list all ineligible reasons. 

 

View Billing Statement and Make Payment 

 

Use this screen to view your billing statements or to make a payment on a College Financial 

Aid repayment loan. 

 

Your current monthly billing statement and up to previous 12 monthly billing statements will 

display as links. Click on the link to view a monthly billing statement or click on the Print 

button to produce a PDF. 

Clicking on the Make Payment button will open a new window to transfer you to the SEAA 

EFT site.  

The method by which your monthly statement is currently sent displays on the screen. Click 

on the link to change the method to either paper or electronically.  

 

Help Requests 

 

College Financial Aid recipients can click on this option from the Main menu to access the 

Help Requests screen. 
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This screen provides information on any emails you have sent by clicking the Email Us icon 

on the top toolbar. Click on the header bar to expand a region and view your email. After 

SEAA responds you will also be able to view the response.   

If you would like to respond, click the Reply link, enter your message and click the Send 

Message button. 

 

Notifications 

Use this screen to view a record of all email and paper notifications sent to you from SEAA.   

 

To view the details of a particular notification in the list, click on the corresponding link (in 

red).  A window will open up, displaying the details. 

 



Recipient User  Guide 

 

 

                                                          - 25 -                                                                January 2020 

 

My Contact Information 

 

The permanent and email addresses displayed on this screen are used by SEAA to 

communicate with you regarding your application and eligibility, so it is very important that 

all the address information is correct. 

In the Current column of this screen, the name, address, telephone number(s) and email 

address(es) for you are displayed.  If any of the information is incorrect, enter the correct 

information in the New column.  You do not need to enter information that is correct.  Click 

Save.  Your updated information will now appear in the Current column. 

Answers to the security questions are required.  

Changing your email address in this section will not update the email address attached to 

your User Profile.  To update that email address, click the link at the bottom of the screen in 

the Update Your User Profile section. 
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Update Your User Profile 

 

The name and email address that are attached to your User Profile are on this page.  

Update any information by overwriting the field with the correct information.  If you change 

your email address you must re-enter the new address in the Confirm Email Address field.  

Click Save. 

It is important that these fields are accurate.  If you forget your user name or password and 

click the “Forgot your username or password?” link on the login screen, this is the 

information that will be used to verify your identity.  Your user name or new password will be 

sent to this email address. 

If you want to change both your user name and your password, change your user name first 

and save the change and then change your password.  The requirements a password must 

meet are provided on the screen.   


