STUDENT SELF-SERVICE GUIDE




From the Student Self-service Portal you are able to access academic information for registering, checking
grades, and completing their academic planning. From this portal you also have access to your financial aid
and student accounts information.
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LOGGING INTO STUDENT SELF-SERVICE

Log in at https://myaccount.highpoint.edu/Student/ using your HPU username and password. For new
students, this would be your same username and password as your HPU email (not your Panther Portal).
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NAVIGATING THROUGH STUDENT SELF-SERVICE
THE HOME SCREEN

On the home screen you will see the links fo Student Accounts and Student Financial Planning in addition to
the academic areas of Student Planning, Course Catalog, and Grades.
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Hello, Welcome to Colleague Self-Service!
Choose a category to get started,
o Student Account: B Student Financial Planning
Here you can view your lal tatement and ma ] Here you can access financial aid data, forms, etc.
Student Planning Course Catalog
i %) il
Here you ¢ e e e re you can view arch the course catalog,
5] Grades
Here you can view your grades by term.
Financial Information Student Financial Planning Student Financial Planning Home
Welcome to the new Student Financial Planning Self Service
From here, you can check your academic progress, review checklist items that may need to be completed, review your financial aid offer and accept or decline your loans, and see changes to your financial aid immediately upon being updated our Student Financial Planning team.
{@F  there are aiso resource links that willtake you to other areas you may need to be ready for your next academic year.

Verification and Document Upload

If your account was selected for verification or you were asked to provide documentation, you can submit those materials through our secure verification portal by clicking on the Verification Link located under resources.

Welcome to Student Financial Planning!

Use Colleague Self:service Financial Planning to assist in managing your Financial Ald offer from submission to completion.

Your most recent Satisfactary Academic Progress (SAP) evaluation has a(n) Satisfactory status. Pleas contact your Financial Aid Counselor if you need further assistance.

Your Financial Aid Package is now ready! Student Finance Account Summary

Your financial aid award package is now ready for your review.

Amount Due 597061
Review your Financial Aid Package Amount 522061
Overdue
Total $750.00

Amount Due

Go to Account Summary,

Checklist

Resources
v Completed Submit a Free Application for Federal Student Aid (FAFSA) Helpful Links
v Completed Complete required documents FAFSA Application
v Completed Your application s being reviewed by the Student Financial Planning Office Verification



https://myaccount.highpoint.edu/Student/

From the Financial Planning Welcome screen, you can:

a. Select other screens to view from the drop-down menu

Financial Information Etudent Financial Planning

Student Financial Planning Home

Req vired Documents
From |

There
My Financial Aid Package

Verifi
ifyou Offer Letter

Correspondence Option
Correspc

You can choose Satisfactory Academic Progress

b. Check on your packaging status

ii. If we have received your completed FAFSA but have not completed your packaging,

f the University has not yet received your new FAFSA you will see:

FAFSA Application
e
o= Currently, we have no federal financial aid application from you for the current year. If you are
4 interested in applying for financial aid you must first:

Submit a Free Application for Federal Student Aid (FAFSA)

X
= A Inorder to complete your financial aid application some additional documentation is required
E_*- before the Financial Aid office can evaluate your information.

T You have missing documents!

Complete required documents

you will see:

f we received your FAFSA but need some additional information, you will see:

to determine if you are eligible to receive any financial aid awards. You will receive a notification
once this evaluation has been completed.

M Financial Aid Application Being Reviewed
K==
iij & % Currently your financial aid application is being evaluated by the Student Financial Planning office
\q

Once your packaging is complete, you will see:

Your Financial Aid Package is now ready!
Your financial aid award package is now ready for your review.

Review your Financial Aid Package

- Financial Aid Checklist Complete!

Congratulations! You've completed your Financial Aid checklist.
You successfully completed all the items on your Financial Aid checklist.

c. Review and access checklist items that are in progress or your action is needed
Checklist
A\ Action Needed Submit a Free Application for Federal Student Aid (FAFSA)
V' Completed Complete required documents
2D In-Progress Your application is being reviewed by the Student Financial Planning Office
@ Not Available Review your Financial Aid Package

d. Check

your Satisfactory Academic Progress

Your most recent Satisfactory Academic Progress (SAP) evaluation has a(n) Satisfactory status. Please contact your Financial Aid Counselor if you need further assistance.

4

Once you have completed all of your checklist items, you will see:




e. See your Student Account Summary

Student Finance Account Summary

i Amount $0.00
—E Due
Amount 50.00
Overdue
Total 50.00
Amount
Due

Go to Account Summary

f. Accessresource links

Resources

Helpful Links

FAFSA Application

Verification

Master Promissory Note

Entrance Counseling
NC Residency Determination

Plus Loan Application

EAST CHOICE Private Loans
Student Accounts Center

Appeals

Required Documents

a. If you have required documents that are not completed, you will see this in your packaging
status and as an item that requires action under your checklist. You can access the required
documents page from the links provided in those areas or from the drop-down menu.

AN
="\ In order to complete your finandial aid application some additional documentation is required
= b before the Financial Aid office can evaluate your information.

M ‘You have missing documents!
¥
{

Complete required documents

i. The required documents page will list what item(s) are outstanding and give instruction
for what more may need to be done

Financial Information - Student Financial Planning - Required Documents

Welcome to the new Student Financial Planning Self Service

ck your academic progres:
links that will take you to.

r decline your loans, and see changes to your financial aid immediately upon being updated our Student Financial Planning team.

hecklist items that may need to be c
u may need to be ready for your

Verification and Document Upload
If your account was selected for verification or you were asked to youcans our portal by dlicking Link located under resources

Required Financial Aid Documents

8 sure to submit ALL required documents before their dus date to make sure your Financial Ald package Is not delayed,

i. Some examples of required documents are:

Document Explanation Due Date Status
22-23 Fafsa Received Your 22-23 FAFSA has been received 03/15/2022
22-23 Fafsa Rejected Your FAFSA has been rejected, please log into your FAFSA to make the necessary ASAP
corrections
FAFSA
Document Explanation Due Date Status
22.23 Fafsa Received Your 22-23 FAFSA has been received 111072021
2022 Verification Docs Please provide the necessary verification information requested through the SFP ASAP

verification portal
SPF Verification




Financial Aid Package

=

Your Financial Aid Package is now ready!
Your financial aid award package is now ready for your review.

Revit

lew your Financial Aid Package

a.

C.

If you have not previously reviewed your package and accepted or declined your student loans
(where applicable), you can access the financial aid package page from your packaging
status or your checklist if it indicates action is needed. You can also access your financial aid
package from the drop-down menu.

Checklist

' Completed Submit a Free Application for Federal Student Aid (FAFSA

v Completed Complete requir
v Completed wed by the Student Financial Planning Office

A Action Needed Review your Financial Aid Package

You can review all aid included in your package at accepted, pending, student responsible,
hold, and declined statuses.

You have been packaged with the following aid.

Federal Subsidized/Unsubsidized Student Loans need to be accepted or declined by clicking on
‘Decline' or Accept’ below each loan and then selecting either the Decline or Accept buttons.

i. Forthose students offered both Subsidized and Unsubsidized loans, you will want to make
your selection for your subsidized loan first before your unsubsidized; don’t forget to
complete bothl!

i. Yourloans will not appear on your Student Account Statement until you have officially
accepted your loans.

ii. If you choose to accept your loans, you will also see a Loan Requirements Checklist at
the bofttom of the Financial Aid Package page that must be completed.

Loan Requirements Checklist

A\ Incomplete Complete Direct Loan Entrance Counselin,

A\ Incomplete Sign a Direct Loan Master Promissory Note

These checklist items will also appear on your main checklist on the Financial Planning
Welcome page.



Offer Letter

a. Offer letters are accessible through the drop-down menu on the Welcome screen

Financial Information Studen_t Financial Planmné_
Student Financial Planning Home
Welc
Required Documents
o From
Qa There
E My Financial Aid Package
Verifi

Ifyou Offer Letter

b. Your currently available award information will display on the main Offer Letter page

High Point Univers

Awards

5350000

c. Your current offer as well as previous offer letters are available to you to download or print by
clicking on the ‘Offer Letfter' link under the current academic year for your most current offer or
the previous offer letter date link under Offer Letter History for previous versions.

2022/2023 Academic Year $43,136.00 Offer Letter History

[ Offer Letter B 05022022

Please note that prior versions sent to you as an email link are not available within this system
but are still available to you utilizing the link previously provided.

Satisfactory Academic Progress (SAP)

Both student’s Institutional Merit SAP and Federal SAP information will be made available to them online
to review once the process is complete at the end of each academic year. For undergraduate
students, this process is run at the close of the Spring semester. For graduate students, this process is run
at the close of your program'’s summer term.

EinancialInformation - Student Financial Planning Satisfactory Academic Progress

Welcome to the new Student Financial Planning Self Service

From here, you can check your ac: to your financial aid immediately upon being updated our Student Financial Planning team.

ademic pr
will take:

Satisfactory Academic Progress
You can view your Satisfactory Aczdemic Progress for an evaluation period.

You are currently making satisfactory academic progress. Please contact your Financial Aid Counselor if you need further assistance. Resources

SAP Status 1 SAP Details
Evaluation Period: Vv Credit Attempted 98.00
Design Studies with a C
Program: 98.00
SAP Sta 3679
e 100.00%

SAP Status

v >
>

Those students not maintaining Institutional Merit SAP or Federal SAP will be notified and given further
information on how they are to proceed.
7



Helpful Links

Links to both internal and external resources you may need are available under Resources on the Student
Financial Planning Welcome page

Resources

Helpful Links

EAFSA Application

Verification

Master Promissory Note

Entrance Cou

INC Residency Datermination

STUDENT ACCOUNTS

Student Accounts Summary

Account Summary
View a summary of your account
Account Overview Helpful Links
Student A ts Cent
Amount Overdue $1.00 Student Accounts Center
Proxy's Student Account Access
= Total Amount Due S:LOO Make a Payment Health Insur Waiver & Accept
Tuition Protection Insurance
Total Account Balance $1.00 Account Activity New Academic Year Checklist
2022 Fall Reporting Term $1.00

From the Student Accounts Summary page, you can:
a. Review your overall account summary
b. See your summary by term & select any term to see further details
c. Make an online payment on your account
This will take you into the Student Account Center where you make a payment & enroll in a
payment plan. See our Student Account Center Guide for further details.

d. Access your Account Activity; see the most recent term’s activity in further detail
e. Access Helpful Links

Making a Payment

a. Select ‘Make a Payment’ from the Student Accounts Summary page or from the Student
Accounts drop-down menu on the top of the page. You will be alerted of moving the Student
Account Center to process your payment, select ‘Continue to Payment Center’

You are moving to the...

Secure Payment Center
To ensure you are making a secure payment, you will be identified
and your name will be added in the right corner of the Payment

Center.

This helps you CONFIRM a safe payment transaction.

Continue to Payment Center

b. You will be asked to log in again with your HPU username and password
c. From the Student Account Center main page, you can select ‘Make a Payment’ and proceed
through the steps to process your credit card or bank account payment online.



https://www.highpoint.edu/studentaccounts/files/2021/05/TouchNet-Student-Account-Center-Guide.pdf

Account Activity Details

By selecting the Account Activity link next to your Total Account Balance or from the drop-down menu,
you will be taken to the most recent term that you have account activity available. You can also select
a specific term to see prior term details.

[ferm| 2022 Summer Reporting Term - Balance: 17,4760 v

Charges $3,808.00 ~

Room & Board $3,808.00 v

$20,284.00 ~

Other Terms LoanFee Currently Inefigible | Comment

$1,000.00 ~

Refund Amount Remaining

Balance -$1747600

a. Each section is summarized and can be expanded to show you details of your charges, financial
aid, deposits, and payment.

b. Select the ‘View Statement’ link in the upper right corner for a download a print version of your
statement information

@ View Statement

c. From this screen you can also change the term you wish fo view using the ‘Term’ drop-down
above the account activity summary circles

Term| 2022 Spring Reparting Term - Balance: $700.00 v

g q 'd
L

Paymems |\ FinancalAid | Balance
59,502.56 $3.450.44 $700.00

If you wish to go directly to an older term, you can do so from the Summary screen by selecting
the link for the term you wish to view

Helpful Links

You will find links for both student and Proxy access to our Student Account Center, as well as
insurance information, the new academic year checklist, and other resources.

Helpful Links

Student Accounts Center
Proxy's Student Account Access
Health Insur Waiver & Accept
Tuition Protection Insurance

New Academic Year Checklist




PROXY ACCESS

Proxy Access provides an opportunity for you to grant online access to financial information. This authorization
only gives the university permission to release the information the student granted access to you online only.
The University requires that a separate Consent for Access to Educational Records form also be completed for
the university to speak with other individuals pertaining to your records.

TO ADD PROXY
a. Click on your Username in upper right corner and select View/Add Proxy Access

8 (> signout (@

User Profile

Emergency Information

View/Add Proxy Access

Change Proxy User

Account Preferences

i. Under Select a Proxy, click on the Proxy you wish to grant access if they are already listed

Add a Proxy

You are adding a new proxy test

Select a Proxy

{ Please Select V|

Please Select
Michelle Parker
Fannie H. Mayo

i. Ifthe person you are granting access for is not listed, choose ‘Add Another User’

Please Select

Please Select

ii. To add another user, you must provide the person’s:
a) First Name, Last Name, Email address, Email type, Phone number, Phone type, Birth
Date, and Relationship
b) All other fields are optional

Select a Proxy

Add Another User

Prefix First Name *

Please select

Last Name * Suffix

ost Name | please setect

Email Type

Phone Type * Birth Date *

iv.  Choose the Access to grant that person
a) ‘Allow Complete Access’ automatically gives access to all Categories and Items
b) Selecting by Categories (Financial Planning, Student Accounts, and General) gives access
to all items within that category
c) Selecting individual items only gives access to that item

10


https://www.highpoint.edu/registrar/files/Updated-FERPA_07.06.2023-1.pdf

v.  Once access levels are selected, review the disclosure agreement, click on
acknowledgement and authorization of disclosure agreement, and click the Submit button.

Vi. If the person you are granting access to already appears to have a match within our student
information system, you will receive the following notice.

Search Results X

There are existing users in the syste bly match the search criteria you entered.

ion to determine what actions must be taken

Continue to submit a request to you

click Cancel

a) Click confinue for the University to review the records and merge them if it is
determined that they are the same person
b) During the review time, you will see the record status as pending

| Michelle Parker Student Finanice Parent pending

c) We will review the record and, if necessary, merge the records together
d) Once resolved, the new proxy will receive log in information and you will see their
status updated with an effective date
vii. Be sure fo also provide your Proxy access to the Student Account Center and complete the
Consent for Access to Educational Records form to allow the University to speak with them
about your financial, academic, and student records
vii.  Once access has been granted,
a) If your proxy is a new account, they will receive an email indicating you granted
them online access and providing them with their username and link to the Student
Self-Service website. They will also receive a second email with a temporary
password to access their account for the first time
b) If your proxy has an existing HPU account (current student or employee of the
University, for example), they will receive an email that you have granted them
access and provides them with the link to the Student Self-Service website
c) You will also receive an email notification that access has been granted

TO EDIT AN EXISTING PROXY

A. Click on Username in upper right corner
1. Click on View/Add Proxy Access

& jmador > signout @ Help

User Profile

Emergency Information

ViewsAdd Proxy Access

Change Proxy User

Account Preferences

IT


https://www.highpoint.edu/studentaccounts/files/2021/05/TouchNet-Student-Account-Center-Guide.pdf
https://www.highpoint.edu/registrar/files/Updated-FERPA_07.06.2023-1.pdf

B. Under Active Proxies

1.

Select pencil icon for the Proxy you wish to edit

View/Add Proxy Access

Active Proxies

Name Proxy Access

s Mr. Ken Pyle

Effective Date

Student Finnce, Financial A, General Tax nformation  Step-Parent 12192017 &

C. You can edit the Proxy’s access to add or remove access.

N

4.

Edit Proxy Details
Name Mr. Ken Pyle

Email Address

ken_pyle@demo.com

Access

Student Finance ()
Account

Financial Aid (T)

You can allow complete access, remove all access, or select access by category or by
individual item

Once adjustments have been made, select Save to update the access

Remember to also update this person’s Student Account Center access and Consent for
Access to Educational Records

Your proxy will receive an email notification that changes in their access have been made.

IF YOU ARE GIVEN PROXY ACCESS

1.

As a student, if you are given proxy access to another student’s account, you will be given an
option to choose the account you wish to view upon logging into Student Self-Service

If you accessed your account, you can switch accounts by clicking on your username in the
upper right corner and selecting ‘Change Proxy User’

(> signout

@ Help

& jmador

User Profile

Emergency Information

View/Add Proxy Access

Change Proxy User

Account Preferences

If you accessed the proxy account, you can switch accounts by clicking on the Change User
button on the top of the screen

Suzanne acting on behalf of Tr* Change User

12
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HIGH POINT UNIVERSITY

THE PREMIER LIFE SKILLS UNIVERSITY

Office of Student Financial Planning Office of Student Accounts
(336) 841-9124 (336) 841-9259
finplan@highpoint.edu studentaccounts@highpoint.edu
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