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Navigating the Document Center

Click on “My Documents” on your Student Portal homepage to be taken to your “Document Center”.

 

Here you will find “My Documents” and “Available Documents”.

 

“My Documents” are forms that have been assigned to you or links to required items, such as the FAFSA application (for

financial aid students). You can view the “Status” column to determine if the form/document is “required” or

“requested”. 



Some documents may be listed as “requested” but are required so please contact your Student Finance Advisor or Student

Success Counselor if you are uncertain. The “AR-Student Records Release Consent Form” is an optional form that is

available for all students; this form is only required if you wish to provide consent for another party to speak with us on

your behalf. 

“Available Documents” will provide you with a list of other forms that you may encounter during your academic journey,

such as the Incomplete Grade form or appeal documents. These forms are often not required, and you should always

consult with your Success Counselor before submitting an available document.

Uploading a Document

Many documents are e-forms and/or external links. For these documents, click on the blue chain to be taken to the e-form

or link. 

You will have

to sign the form before you can then click on “submit” to send this to us for review. 

Other documents you will need to download first, complete the

form, then upload back into the Document Center. First, click on the red arrow to download the document and be sure to

save this to a location on your computer that is easy to locate.

Locate the document on your computer and fill out the form in its entirety, including e-signing the form. Save the form

once all information has been entered and you have e-signed the form.

From the document center, click on “Choose File” next to the

document you are uploading. Locate the form on your computer and upload.

You will know that the document was successfully

uploaded because the name of the document will appear to the right of the "choose file" button. 

 

Need Help? Contact our 24/7 IT Department here!

https://csuglobalstaff.knowledgeowl.com/help/e-signing-forms
https://csuglobalkb.blackbelthelp.com/

