Online Dynamic Forms Instructons for Parents

Click the link at the very botom of the email that was sent to you or go to htps://dynamicforms.ngwebsolutons.com/.
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Once you click the link, it will take you to a login screen to get securely logged in as the parent.

This email address associated with this login is specifc to the parent and is diferent than what the student uses.


https://dynamicforms.ngwebsolutions.com/

This is the login screen. If you have a parent account in the Online Dynamic Forms sofware, you can simply log in.
Otherwise, you will need to click Create New Account. Since this sofware is new to UCA, you likely do not have a parent
username and password yet for our online forms. Click Create New Account.




This is what the Create User Name next step looks
like. This process is to set up a secure log in for you
to be able to fll out online forms and electronic
sign these forms in a secure atmosphere.

Follow the instructons on each step, then hit

Create Account at the botom.



Once the login is created, it will tell you to verify your email address. This means you need to go in your email and verify
your account informaton is correct.
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In your email, it will look something like this. Click the Confrm Email link.

notify@ngwebsolutions.com




Once you click Confrm Account in your email, it will take you to this page.

You can do one of two things to get to your form at this point. You can click the Log in to Dynamic Forms opton on this

confrmaton page or you can go back to your original email with the link to the form that was sent to you. If you go back to
the original email, the link in the email should take you directly into the form to fll out.



If you choose the opton to Log into the Online Dynamic Forms, this is the next screen. Sometmes it gives you the opton



When completng a form, follow the instructons closely.

When you have entered everything needed and uploaded any documents the form asks for, click on the yellow box in the
signature feld to sign the form.

A popup box will appear for you to re-enter your name then click Sign Electronically to sign the form.

Sign electronically




Once you hit Sign Electronically, it will take you back to the form with your signature displayed.

You then want to hit the Submit Form buton when the form is complete.

Do not hit Save unless you plan to come back to the form to fnish it later.
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Some forms ask the student to enter the informaton and the parent simply needs to verify that the informaton on the
form is correct then electronically sign the form.

If you fnd something that your student has entered incorrectly, you can return the form to the student for revision before
you submit the form.

You can do so by clicking the Return for Revision opton at the very botom of the form you are working on.

It is located right beside the Submit buton.

Parent Signature
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Once you click this opton, another screen will pop up in an email format to the student.







If you want to view a recently submited form, you will need to select My Forms opton at the top of the Dynamic Forms in-
box page. This will display the diferent inboxes you have.

You will want to click on Forms History if you are looking to fnd all your recently submited forms.

This will display the Forms History inbox which has all the forms you have submited that have already been processed.

You can sort the forms by clicking on the heading Form Name or clicking on E-Signed Date to sort by date you sub-
mited the form.

You can also view the submited form by clicking on the PDF symbol to the right of the form.

You can not change a form once it has been submited. If you have questons about this, please contact our o¥fce.

We hope these detailed instructons help you with your UCA Dynamic Forms. If you have additonal questons or concerns,
please feel free to contact us.



