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Note: Primary Destination Point Administrator (PDPA), Financial Aid 
Administrator (FAA)

Note: STSO users no longer need to create TSO User IDs for themselves in 
order to access cases and submit third step verifications. 

PDPA assigns this 

subordinate user type to 

individuals authorized to 

view cases and submit 

third step verification 

requests at their 

institution(s)

Third Step
Only (TSO) User ID 

(FAA Level)

Supervisor Third Step 
Only (STSO) User ID 

(PDPA Level)
❖ Assigned to each institution's 

PDPA by FSA and SAVE

❖ Creates & manages Third 
Step Only User IDs

❖ Can view cases and submit 
third step verification 
requests at their 
institution(s)

SAVE User Type Functionality/Hierarchy
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PDPA (Supervisor Third Step Only, STSO) users are responsible for:
• Activating their own STSO User IDs
• Creating subordinate Third Step Only (TSO) users at their schools (if necessary)
• Responsibly managing all the User IDs they create at their assigned schools – do 

not assign a User ID to an individual who is not associated with your 
institution(s) or allow unauthorized users to access the system.

• Familiarizing themselves with the documents and resources on IFAP.ed.gov
including: SAVE Instructions for U.S. Department of Education (School) Users 
document; Vol. 1, Chap. 2 of the FSA Handbook; and any recent Electronic 
Announcements (EAs)
o Sharing the resources with their TSO users

Note: STSO users cannot create additional STSO users, only subordinate TSO users

PDPA Responsibilities and Information

https://ifap.ed.gov/DHSSAVEEligibleNoncitizen/ElectThirdStepVerfi.html
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• Navigate to the SAIG 
Enrollment Site

• Select the “Primary Destination 
Point Administrator Access” link

Retrieve Your Supervisor Third Step Only User ID

https://fsawebenroll.ed.gov/


4

• Enter your FSA User ID and Password
• Select “Log In”

SAIG Enrollment Site Login Screen
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On this screen, read the 
information and then 
click “Accept.” 

Privacy Act & Warning Screen
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On this screen, click the “Manage your SAIG Mailboxes” link.

Primary Destination Point Administration Management Screen
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On the this screen, click “View DHS/SAVE User ID and Temporary Password” link.

Make Your Selection Below Screen
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Note: If you are a PDPA with CPS access to more than one Federal School Code (FSC), you 
will receive a unique SAVE User ID on the SAIG Enrollment site associated with each FSC. 
Rather than activate multiple Supervisor Third Step Only (STSO) User IDs, you may (but are 
not required to) activate one STSO User ID to access the SAVE system, and add all your 
subordinate Third Step Only User IDs under that one STSO User ID. See slide 31 for more 
information.

On this screen, enter your Primary TG number with CPS Service and click the “Next” button.

View DHS/SAVE User ID and Temporary Password Screen
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On the this screen, enter your Federal School Code and click “Next.”

View DHS/SAVE User ID and Temporary Password – FSC Validation
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Notes
• If you recently started at an institution, the SAVE user ID associated with your new institution 

may not yet be available on the SAIG Enrollment site. Check again in two weeks.
• After your PDPA account has been activated in SAVE, your temporary password will eventually 

be removed from your SAIG Enrollment site to ensure security.

• Your SAVE User ID and temporary password are displayed on this screen
• You will use these credentials to log into the SAVE system

View DHS/SAVE User ID and Temporary Password
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If you see this message, wait two weeks for your SAVE credentials to be created and then try again. If 
two weeks have passed and you still see this message, it is because CPS Online Service is not indicated 
for the TG number you are viewing. Check the “How to add CPS Online Service to your SAIG 
Enrollment Form” section of the SAVE Instructions for U.S. Department of Education (School) Users 
document on IFAP.ed.gov for instructions on adding CPS Service to your SAIG Enrollment form. It will 
take two weeks for your new SAVE credentials to appear after updating your SAIG Enrollment form. 

If your credentials have not appeared after two weeks, send an email to 
applicationprocessingdivision@ed.gov with “PDPA Issue” in the Subject line. In your email, explain 
your issue and include your Federal School Code, the name of your school, your name, and a phone 
number at which you can be reached.

Did Not Receive a Supervisor Third Step Only (STSO) User ID

https://ifap.ed.gov/DHSSAVEEligibleNoncitizen/ElectThirdStepVerfi.html
mailto:applicationprocessingdivision@ed.gov
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A SAVE User ID and Password for any other purpose cannot be used to check 
students’ Title IV aid eligibility. Likewise, the SAVE URL and access credentials 
used to check students’ Title IV aid eligibility cannot be used for other purposes.

Other purposes include, but are not limited to:
• Confirmation of in-state tuition
• Employment authorization
• Housing Assistance
• Food stamps
• Other institutional or public benefits

SAVE Access for Other Purposes
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• When you leave your institution, your Supervisor Third Step Only 
(STSO) User ID, and your Third Step Only (TSO) User ID, will be deleted 
when your name is deleted from your SAIG Enrollment form. 
o Other TSO users at your institution(s) will remain active and can 

continue to submit third step verification requests. 
o FSA will create a STSO User ID and password for your replacement, 

which will be posted on your school’s SAIG Enrollment site 2 weeks 
after your school’s updated SAIG Enrollment form is received. 

• When an institution becomes eligible or ineligible for Title IV funds, FSA 
will create and send a STSO User ID to the institution’s TG mailbox, or 
delete all users associated with the institution, respectively.

Changes At Your Institution
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• Access the SAVE system with the following link: 
https://save.uscis.gov/web/vislogin.aspx?JS=YES.

• Read the agreement.
• Check the “I agree” box.
• Click “Next” to use the system.

Activating Your Supervisor Third Step Only (STSO) User ID

https://save.uscis.gov/web/vislogin.aspx?JS=YES
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• Enter your Supervisor Third Step Only User ID and temporary password.
• Click the “Submit” button.

Welcome Screen
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APD Contact: 
applicationprocessingdivision@ed.gov or 202-377-4600

This error message appears when your account 
has never been activated and your temporary 
password has expired. If you are the PDPA, 
contact APD for a password reset. If you are not 
the PDPA, contact your PDPA for assistance.

This error message appears when you enter 
your password incorrectly three times. Enter 
your User ID and successfully answer your 
security questions to be taken to the password 
reset screen. If unresolved, and you are the 
PDPA, contact APD. Include your Federal School 
Code in your communication. If you are not the 
PDPA, contact your PDPA for assistance.

This error message appears when you enter your 
User ID incorrectly. Check that you typed it 
correctly. If unresolved, and you are the PDPA, 
contact APD to verify your account information. 
Include your Federal School Code in your 
communication. If you are not the PDPA, contact 
your PDPA for assistance.

Some Common SAVE Errors Messages You May See

mailto:applicationprocessingdivision@ed.gov


17

Password Creation
Must be between eight and 14 characters in 
length and include the following characteristics:
• At least one uppercase or lowercase letter
• At least one number
• At least one special character: ! @ $ % * ( ) < > 

? : ; { } + - ~
• Contain no more than two identical 

consecutive characters in any position from 
the previous password

• Contain a non-numeric symbol or letter in the 
first and last positions: Example: ILikeH2O!

• Cannot be identical to the User ID
• Cannot start with a single digit or with a two 

digit "year" string, such as 98xyz123

• Enter your temporary password.
• Enter a new password 
• Re-type your new password.
• Select three Password Challenge Questions and enter 

the Answers. Ensure that the answers to your 
Password Challenge Questions are in a secure place.

• Click the “Submit” button.

New Password and Password Challenge Questions Screen
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• For security purposes, ALL USERS must change their password every 90 days
o The system prevents the re-use of the previous six passwords
o You can change your password from the SAVE Home Page by clicking on the 

“Profile” tab at the top of the screen. Select “Manage Password” from the drop-
down menu

• Between 90 and 270 days, ALL USERS can access the system and change their own 
Third Step Only (TSO) password and/or their own Supervisor Third Step Only(STSO) 
password using their challenge questions

• If 270 consecutive days have elapsed since last log on, ALL USERS will require a 
password reset
o Supervisor Third Step Only users must contact the Application Processing Division 

(APD) to have their STSO User ID reset
▪ call (202) 377-4600 and leave a message with your name, contact 

information, and Federal School Code, or 
▪ send an email to: applicationprocessingdivision@ed.gov, with “Reset 

Supervisor Password” in the Subject line. Include your Username and/or your 
Federal School Code in the body of the email

o Supervisor Third Step Only users must reset their subordinate Third Step Only 
users’ passwords

Note: SAVE does not provide automated password expiration notices.

Password Maintenance 

mailto:applicationprocessingdivision@ed.gov
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• Validate that your email address and phone number are 
correct. Update them if necessary.

• Click the “Submit” button to activate your Supervisor Third 
Step Only User ID and return to the Home screen.

User Information Screen



20

Supervisor Third Step Only User Home Screen
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• On the SAVE Supervisor Third Step Only Home page, click the
“Agency” button from the top, horizontal menu bar.

• Select “Add User” from the drop down list.

Creating Third Step Only User IDs
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• Click the drop-down arrow to the right of the “User Role” box.
• Choose “Third Step Only User” (the only choice).
• Click “Next.”

Role Selection Screen
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➢ The “Department”
field is pre-
populated as
“FAFSA School
Users (Washington,
DC)”

➢ The “Group” field is
pre-populated with
your school’s FSC
and name.

• Enter the user’s demographic information. The fax
number is not required.

• Click “Next.”

User Information Screen
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Note: Information on Password Maintenance can be found on slide 18.

On this screen:
• Enter a temporary

password for the User
ID. (see Password
Creation on slide 17)

• Re-type the temporary
password

• Write down the new
User ID (if changed) and
temporary password
because they will not
appear again.

• Click “Submit.”

➢ SAVE generates the new Username (User ID).
➢ It is formatted as: first letter of the user’s first name, the first three letters of the user’s last name

and a randomly generated four digit number (in this example, Minnie Mouse’s User ID is
MMOU4483).

➢ You can change the user ID to any combination of four letters followed by any combination of four
numbers (e.g.: MMOU4483, MINN0001).

Password Screen
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You have successfully created a Third Step Only User ID, enabling the 
owner to view cases and submit third step verification requests.

Successfully Created Screen
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On the Supervisor Third Step Only Home screen:
• Click the “Agency” button.
• Select the “Search Users” option from the drop-down menu.

Managing the User IDs You Created
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• To view a list of all the Third Step Only (TSO) users you have created, click on
“Submit.” They will appear on the Summary List screen (see next slide).

• To find a specific user, or to reset a TSO user’s password, enter the user’s
information into the “Last Name” and/or “First Name” fields and click “Submit.”

Criteria Screen
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Common Statuses:
• Current – user’s account is

active
• Deactivated – user’s account

is Deactivated and a
password reset is necessary

• Change Password – user
must change their password
(required every 90 days)

Below is an example of a list of one subordinate Third Step Only user a PDPA (Supervisor 
Third Step Only) created for their institution. On this screen you can:
• Reset users’ passwords and edit data by clicking on the “Username” link (see next

slide)
• Delete users by clicking “Delete” in the “Actions” column (see “Delete Confirmation,” slide

30)
• Sort users by column heading
• Check the status of a user’s password in the “Status” column.

Summary List Screen
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On this User Information 
screen, a Supervisor Third 
Step Only user can edit user 
data and reset a Third Step 
Only user’s password. Type 
a new password into the 
“New Password” field and 
then re-type the password 
into the field below. Click 
“Submit” to  submit 
changes.

User Information Screen (For Managing Subordinates)



30

If you clicked the “Delete” button on the “Summary List” screen, the “Delete 
Confirmation” screen appears.
• Click on “Delete User” to delete the User ID.
• Click on “Cancel” to discontinue the action.

Delete Confirmation Screen
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If you are the PDPA for CPS Services for multiple institutions, you are responsible for managing 
each of those institutions’ SAVE users. You will receive a Supervisor Third Step Only (STSO) User 
ID on your SAIG Enrollment site associated with each Federal School Code (FSC). For each 
institution, you may:
• Activate the STSO User ID assigned to each FSC
• Set up subordinate Third Step Only (TSO) users under each FSC (following the instructions

starting on slide 21)
• Submit third step verification requests (be sure to log into SAVE with the STSO User ID

corresponding with the correct institution)

Alternatively, you can:
• Choose one STSO User ID and create all subordinate TSO users for all FSCs under it.

o The TSO user name appears on the SAVE system screen when a third step verification
request is submitted; the FSC and school name are not shown.

o Subordinate TSO User IDs are tied to the STSO User ID that created them. If a PDPA is
replaced, the TSO User IDs are automatically linked to the new PDPA’s User ID.

o The PDPA who manages the subordinate users is responsible for the activity of those
subordinate users. The TSO users are responsible for filing or saving SAVE documents for
each school as required by their school.

PDPA’s Responsible for More than One Federal School Code (FSC)
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To activate your Third Step Only User ID, go to 
https://save.uscis.gov/web/vislogin.aspx?JS=YES. On the User Access Agreement 
Page:
• Read the agreement.
• Check the “I agree” box.
• Click “Next” button.

Activating Your Third Step Only User ID

https://save.uscis.gov/web/vislogin.aspx?JS=YES
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Note: Some common login error messages can be found on slide 16.

• Enter the SAVE User ID and temporary password assigned by your PDPA.
• Click the “Submit” button.

SAVE Welcome Screen
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Password Creation
See information on slide 17

Password Maintenance
See information on slide 18

• Enter your temporary password.
• Enter a new password
• Re-type your new password.
• Select three Password Challenge

Questions and enter the Answers.
Ensure that the answers to your
Password Challenge Questions are in a
secure place.

• Click the “Submit” button.

New Password and Password Challenge Questions Screen
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• Verify that your email address and phone number are correct.
Update them if necessary.

• Click the “Submit” button to return to the SAVE Home screen.

User Information Screen
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	Third Step Only (TSO) password and/or their own Supervisor Third Step Only(STSO) 
	password using their challenge questions


	•
	•
	•
	If 270 consecutive days have elapsed since last log on, ALL USERS will require a 
	password reset


	o
	o
	o
	o
	Supervisor Third Step Only users must contact the Application Processing Division 
	(APD) to have their STSO User ID reset


	▪
	▪
	▪
	▪
	call (202) 377
	-
	4600 and leave a message with your name, contact 
	information, and Federal School Code, or 


	▪
	▪
	▪
	send an email to:
	Span
	applicationprocessingdivision@ed.gov
	applicationprocessingdivision@ed.gov
	Span

	,
	Span
	with “Reset 
	Supervisor Password” in the Subject line. Include your Username and/or your 
	Federal School Code in the body of the email



	o
	o
	o
	Supervisor Third Step Only users must reset their subordinate Third Step Only 
	users’ passwords




	Note: 
	Note: 
	SAVE does not provide automated password expiration notices.


	Password Maintenance 
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	Figure
	•
	•
	•
	•
	•
	•
	Validate that your email address and phone number are 
	correct. Update them if necessary.


	•
	•
	•
	Click the “Submit” button to activate your Supervisor Third 
	Step Only User ID and return to the Home screen.
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	Figure
	Third Step Only User Home Screen
	Third Step Only User Home Screen
	Third Step Only User Home Screen
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	Figure
	•
	•
	•
	•
	•
	•
	On the SAVE Supervisor Third Step Only Home page, click the 
	“Agency” button from the top, horizontal menu bar.


	•
	•
	•
	Select “Add User” from the 
	drop down
	list.
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	Figure
	•
	•
	•
	•
	•
	•
	Click the drop
	-
	down arrow to the right of the “User Role” box.


	•
	•
	•
	Choose “Third Step Only User” (the only choice).


	•
	•
	•
	Click “Next.”
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	➢
	➢
	➢
	➢
	➢
	The “Department” 
	field is pre
	-
	populated as 
	“
	FAFSA School 
	Users (Washington, 
	DC)”


	➢
	➢
	➢
	The “Group” field is 
	pre
	-
	populated with 
	your school’s FSC 
	and name.




	Figure
	•
	•
	•
	•
	•
	Enter the user’s demographic information. The fax 
	number is not required.


	•
	•
	•
	Click “Next.”
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	Figure
	Note
	Note
	Note
	: Information on Password Maintenance can be found on 
	slide 18
	slide 18
	Span

	.


	On this screen
	On this screen
	On this screen
	Span

	•
	•
	•
	•
	•
	Enter a temporary 
	password for the User 
	ID. (see Password 
	Creation on 
	slide 17
	slide 17
	Span

	)


	•
	•
	•
	Re
	-
	type the temporary 
	password


	•
	•
	•
	Write down the new 
	User ID (if changed) and 
	temporary password 
	because they will not 
	appear again.


	•
	•
	•
	Click “Submit.”





	➢
	➢
	➢
	➢
	➢
	SAVE generates the new Username (User ID). 


	➢
	➢
	➢
	It is formatted as: first letter of the user’s first name, the first three letters of the user’s last name 
	and a randomly generated 
	four digit
	number (in this example, Minnie Mouse’s User ID is 
	MMOU4483). 


	➢
	➢
	➢
	You can change the user ID to any combination of four letters followed by any combination of four 
	numbers (e.g.: MMOU4483, MINN0001).
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	Figure
	You have successfully created a Third Step Only User ID, enabling the 
	You have successfully created a Third Step Only User ID, enabling the 
	You have successfully created a Third Step Only User ID, enabling the 
	owner to view cases and submit third step verification requests.


	Successfully Created Screen
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	Figure
	On the Supervisor Third Step Only Home screen:
	On the Supervisor Third Step Only Home screen:
	On the Supervisor Third Step Only Home screen:

	•
	•
	•
	•
	•
	Click the “Agency” button.


	•
	•
	•
	Select the “Search Users” option from the drop
	-
	down menu.
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	Figure
	•
	•
	•
	•
	•
	•
	To view a list of all the Third Step Only (TSO) users you have created, click on 
	“Submit.” They will appear on the Summary List screen (see next slide).


	•
	•
	•
	To find a specific user, or to reset a TSO user’s password, enter the user’s 
	information into the “Last Name” and/or “First Name” fields and click “Submit.”
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	Common Statuses
	Common Statuses
	Common Statuses
	Span
	:

	•
	•
	•
	•
	Current 
	–
	user’s account is 
	active


	•
	•
	•
	Deactivated 
	–
	user’s account 
	is 
	Deactivated
	and a 
	password reset is necessary


	•
	•
	•
	Change Password 
	–
	user 
	must change their password 
	(required every 90 days)




	Figure
	Below is an example of a list of one subordinate Third Step Only user a PDPA (Supervisor 
	Below is an example of a list of one subordinate Third Step Only user a PDPA (Supervisor 
	Below is an example of a list of one subordinate Third Step Only user a PDPA (Supervisor 
	Third Step Only) created for their institution. On this screen you can:

	•
	•
	•
	•
	Reset users’ passwords 
	and 
	edit data 
	by clicking on the “
	Username
	” link (see next 
	slide)


	•
	•
	•
	Delete
	users by clicking “Delete” in the “Actions” column (see “Delete Confirmation,” 
	Link
	Span
	slide 
	30
	Span

	)


	•
	•
	•
	Sort
	users by column heading


	•
	•
	•
	Check the status 
	of a user’s password in the “Status” column.




	Summary List Screen
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	Figure
	On this User Information 
	On this User Information 
	On this User Information 
	screen, a Supervisor Third 
	Step Only user can edit user 
	data and reset a Third Step 
	Only user’s password. Type 
	a new password into the 
	“New Password” field and 
	then re
	-
	type the password 
	into the field below. Click 
	“Submit” to  submit 
	changes.


	User Information Screen (For Managing Subordinates)
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	Figure
	If you clicked the “Delete” button on the “Summary List” screen, the “Delete 
	If you clicked the “Delete” button on the “Summary List” screen, the “Delete 
	If you clicked the “Delete” button on the “Summary List” screen, the “Delete 
	Confirmation” screen appears.

	•
	•
	•
	•
	Click on “Delete User” to delete the User ID.


	•
	•
	•
	Click on “Cancel” to discontinue the action.




	Delete Confirmation Screen
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	If you are the PDPA for CPS Services for multiple institutions, you are responsible for managing 
	If you are the PDPA for CPS Services for multiple institutions, you are responsible for managing 
	If you are the PDPA for CPS Services for multiple institutions, you are responsible for managing 
	each of those institutions’ SAVE users. You will receive a Supervisor Third Step Only (STSO) User 
	ID on your SAIG Enrollment site associated with each Federal School Code (FSC). For each 
	institution, you may:

	•
	•
	•
	•
	Activate
	the STSO User ID assigned to each FSC


	•
	•
	•
	Set up 
	subordinate Third Step Only (TSO) users under each FSC (following the instructions 
	starting on 
	slide 21
	slide 21
	Span

	)


	•
	•
	•
	Submit
	third step verification requests (be sure to log into SAVE with the STSO User ID 
	corresponding with the correct institution) 



	Alternatively, you can:
	Alternatively, you can:

	•
	•
	•
	•
	Choose one STSO User ID and create all subordinate TSO users for all FSCs under it. 


	o
	o
	o
	o
	The TSO user name appears on the SAVE system screen when a third step verification 
	request is submitted; the FSC and school name are not shown. 


	o
	o
	o
	Subordinate TSO User IDs are tied to the STSO User ID that created them. If a PDPA is 
	replaced, the TSO User IDs are automatically linked to the new PDPA’s User ID.


	o
	o
	o
	The PDPA who manages the subordinate users is responsible for the activity of those 
	subordinate users. The TSO users are responsible for filing or saving SAVE documents for 
	each school as required by their school.





	PDPA’s Responsible for More than One Federal School Code (FSC)
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	Figure
	Figure
	To activate your Third Step Only User ID, go to 
	To activate your Third Step Only User ID, go to 
	To activate your Third Step Only User ID, go to 
	https://save.uscis.gov/web/vislogin.aspx?JS=YES
	https://save.uscis.gov/web/vislogin.aspx?JS=YES
	Span

	. 
	Span
	On the User Access Agreement Page:

	•
	•
	•
	•
	•
	Read the agreement.


	•
	•
	•
	Check the “I agree” box.


	•
	•
	•
	Click “Next” button.
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	Note
	Note
	Note
	: Some common login error messages can be found on 
	slide 16
	slide 16
	Span

	.


	Figure
	•
	•
	•
	•
	•
	•
	Enter the SAVE User ID and temporary password assigned by your PDPA.


	•
	•
	•
	Click the “Submit” button.
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	Figure
	Figure
	Figure
	Password Creation
	Password Creation
	Password Creation
	Span

	See information on 
	See information on 
	slide 17
	slide 17
	Span


	Password Maintenance
	Password Maintenance
	Span

	See information on 
	See information on 
	slide 18
	slide 18
	Span



	•
	•
	•
	•
	•
	•
	Enter your temporary password.


	•
	•
	•
	Enter a new password 


	•
	•
	•
	Re
	-
	type your new password.


	•
	•
	•
	Select three Password Challenge 
	Questions and enter the Answers. 
	Ensure that the answers to your 
	Password Challenge Questions are in a 
	secure place.


	•
	•
	•
	Click the “Submit” button.
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	Figure
	•
	•
	•
	•
	•
	•
	Verify that your email address and phone number are correct. 
	Update them if necessary.


	•
	•
	•
	Click the “Submit” button to return to the SAVE Home screen.
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