HOW TO COMPLETE
ELECTRONIC FORMS
So, you’ve been selected for verification and you’re not sure how to complete your requirements.
Don’t worry! We’ve developed this step-by-step guide to walk you through the process, and offer
answers to some of the questions you may be asking. Let’s get started!

IMPORTANT! Students will begin ALL forms in RAMweb; don’t skip this step.
NOTE: This guide will use the “Household Information for Dependent Students” form
in the examples, but these guidelines can be applied to all forms.

STEP 1

You (the student) will login to RAMweb. On the homepage you
should see a message under “Notifications” that says you have
requirements to complete. Click on that notification.

STEP 2

STEP 3

After you’ve clicked on the homepage notification, you will be
redirected to a financial aid landing page where you can access your
requirement(s). Click the red text under “Requirements”.

The next page will show you a list of all the requirements that you
have. Click the name of the requirement to access the required form.

STEP 4

Click on a requirement to be taken to the instructions page of the
Dynamic (electronic) Form.
• Dependent students will need to provide the information for the
parent that will be completing the parent portion of the form.
• It is important that the parent email is typed accurately here.
• The parent email MUST be different than the student email.

STEP 5

For dependent students, the parent portion of the form will be
viewable but locked from editing (parent fields are grey). You will
only be able to fill out the fields that are not grey.
If an area is grey, it means your parent must fill out that part later.

Notice in this example that the only field for the student to fill out is their age. The
rest of the fields are greyed out because the parent will complete those fields.
The student simply inputs their age and clicks “Next”.

STEP 6

Once you click next, you will be taken to the signature page.
The student should type their name as it is spelled above the
corresponding boxes.

William

STEP 7

Smith

The student will receive a confirmation email.
Their parent will receive an email with a link to complete the
parent portion of the form. Parents must use the link in the
email to access and complete the form.

STEP 8

The parent will be taken to a login page. If this is the parent’s
first time using Dynamic Forms, they will need to click to “Create
New Account”. Otherwise, they will login with the username and
password they previously created.

If the parent needs to create an account, this is what they will see

STEP 9

Once the parent logs in, they will complete their portion of the
form. They will be able to see what the student typed in their
portion. Notice that now the rest of the form is not greyed out.

STEP 10

The parent will sign the form. The parent and student will both
receive a confirmation email that the form was submitted.

**If a student or parent is unable to electronically sign, they can opt out, print
the signature page, and submit that to the Office of Financial Aid.

Once a form has been fully completed with the signatures, it will be reviewed.

TROUBLESHOOTING
If you are having trouble accessing or submitting a form
• Clear your browser’s cookies and cache
• Try a different web browser
• We’ve noticed that sometimes Dynamic Forms does not always work
with @aol or @comcast emails; try a different email
• Make sure that all fields are filled out completely and properly
• Read all form instructions closely

Parent having trouble accessing form
• If completing the form for the student and parent on the same computer
and web browser, please close the browser completely after finishing
the student section. This ensures that the student is no longer logged
into Dynamic Forms through RAMweb.
• Be sure that the student completed their portion first and the parent is
accessing the form from the link in the email sent to them
• If parent didn’t receive the email, student can contact Financial Aid to
confirm the email address provided. If email is incorrect, we can correct
it and resubmit the form to be sent to the parent.

Missing a form
• We will only request the forms that we think we need, so instead of
giving you a long list of forms to choose from we only show you the
forms that are relevant to you. If you are looking for a particular form
that is not already on the requirements page, please reach out and we
can help you access it!

