TO: Student Financia Aid Community
FROM: SFA Schools Channel
SUBJECT: Portal Tip of the Week —Customizing Y our SFA4Schools Portal Website

Now that you have had a chance to explore the new school portal, SFA4Schools, we thought that we would
offer some helpful hintsin navigating your way around. For the next few weeks, we will be posting a
“Portal Tip of the Week” in the form of an electronic announcement to thelnformation for Financial Aid
Professionals (IFAP) Website.

Thisweek’ stip is about customizing your school portal page. Thefirst step that you need to takeisto
establish a user name and password by clicking on the link that says“Sign Up Now” in theMy SFA area.

Once you have clicked on this, it will take you to a screen asking for some required information such as
your first and last name, your email address, and then it will ask you to pick a password and then to confirm
the password. The password can be anything that you choose, whether it’ s letters or numbers, but it can
only go up 16 characters (Note — This password is only for customizing the portal. It will not work on any
of the other databases.) Once you submit the data, your user name will appear on the screen welcoming
you.

Now that you are aregistered user, you are then ready to customize the school portal to your liking. You
would then return to the portal and type in your username and password and then click Go! Y ou will
receive awelcome message asking you to click on one of the three links to customize your portal. When
you scroll down, you will see three options.  The options are to Change Your Password (if you would
like); SFA Links; and My Bookmarks.

Customize My SFA

(Change Password)
( SFALinks )
(_ My Bookmarks )

When you click on the SFA Links button, it will list al of the SFA Linksthat appear on the portal
homepage. Each one of these links will have abox beside it with a checkmark in that box. The checkmark
indicatesthat thislink is currently selected and will appear on the portal page. If you do not want a
particular link to appear because you don’t use that particular website, you would simply click on the box
beside the link, deselecting it. Once you are finished deselecting any links that you may not want to
appear, you would then go to the bottom of the screen and click on the Apply button.



Y ou will then receive a message indicating that the process is complete and that you should click on the My
SFA button to go to your personalized webpage. When you click on My SFA, you will notice that you're
changes have been made.

Y ou can customize the portal even more by adding your own personal links such as your school’ sweb
address. To add your own links, you would click on the My Bookmarks button. Y ou will see a screen that
says Add New Bookmark. IntheTitle box, you will put what name you want to appear under the links area
on the portal. Inthe next box, you will type theurl to thiswebsite and then click Add.

Again, you will receive a message indicating that the processis complete and that you should click on the
My SFA button to go to your personalized webpage. Y ou will find your new bookmark at the bottom of the
SFA Links section, under Personal Bookmarks.

Y ou have now created your own personal portal website that will have all of the SFA Links you use and
your own personal linksin one place. To add, remove, or change any of the links, you would ssimply
follow the same instructions above and change the information.

We recommend that you add this new customized website to your list of favorites or even better to make
this your new homepage. If you do not add thisto your favorites, when you typein the SFA4Schools web
address, it will go back to the original homepage without your changes.

We hopethisinformation ishelpful. If you have any questions, you can contact the SFA Customer Service
Cdll Center at 1-800-433-7327 or you can send a question or feedback via email by clicking on the Got a
Question? and Portal Feedback links located at the top of the SFA4Schools website.



