
ProDoc Forms 

Top 15 FAQ’s 
 

1. What is the advantage of using ProDoc instead of filling out a paper form? 
ProDoc’s web portal lets students and parents complete and e-sign school documents on any computer or 

smart device, including phones and tablets.  It eliminates multiple processing steps including handling, 

scanning, linking, storing or shredding documents.  ProDoc forms are compliant with all federal and state 

electronic signature requirements. 

 

2. Is it secure? 
Yes.  Each Electronic Signature is unique, documentable, encrypted, and tamper-evident.  DocuSign 

guarantees confidentiality of all transactions and furthermore provides multi-faceted verification of 

signing events. 

 

3. How do I fill out the form itself? 
1. Select the appropriate form on the SPC Forms page. 

2. The first page is called the Power Form Signer Information page.  This is where you enter your 

name and email address.  If your parent is required to sign the form, you will also need to enter 

your parent’s name and email address.  Not all forms require a parent signature, even if you are a 

dependent student. 

3. Next, you will need to enter an access code to view the document.  You will receive an email 

with a special validation code in it.  Open your email and enter the Access Code in the SPC 

DocuSign box and click on “Validate” to open the form. 

4. You will be asked to “Agree” to the “Electronic Records and Signature Disclosure.” 

5. Select “Continue” at the top right to start the document. 

6. Complete the form.  You can advance to the next field by one of the following: 

a. Select the button along the left 

b. Tab to the next field, or 

c. Hover your mouse over the field 

7. Fields with a red box are required and must not be left blank.  If you leave a required field blank, 

you will be instructed to go back and complete it before you can submit your document. 

8. If your form requires an attachment, select the paperclip to upload a document.  The document 

you upload could be a document you have on your computer already or may be a picture taken 

with your mobile device if you do not have a scanner.  Once uploaded, the attachment will go to 

the bottom of the form and will now be a part of this document.  If you uploaded the wrong 

document or need to change or add more attachments, you can select the paperclip again. 

9. Adopt your signature.  Choose the style you like and edit your name (i.e. add a middle name or 

initial, etc.).  The signature you choose will be your signature for all future ProDoc forms, unless 

you choose to change it. 

10. Sign the document. 

11. Select “Finish” to submit your document. 

12. If your parent needs to sign the document, they will receive an email with a link to access the 

form.  They will need to complete their section, attach any needed documents, sign and select 

“Finish.” 

13. Once all signers have completed the document, each signer and SPC will get a confirmation email 

with a link to the form.  On the email, you can select “Review Document” to view and print a 

copy for your records. 

 

 



All Students 

 

4. Will my documents go straight to SPC or do I need to do anything further? 
All documents will go straight to SPC after you (and your parent, if necessary) sign and submit them. 

 

5. How will I know that SPC received my documents? 
Once all parties have signed the form, you will get a confirmation email with a link to the completed 

document.  SPC also receives this email at the same time.  So once all signers have completed their 

section, SPC will be able to view your submitted document. 

 

6. How long does it take for SPC to review my documents? 
Documents submitted through the ProDoc process will be reviewed within 3-5 calendar days, however 

your file will not be processed until all requested documents have been received.  Verifications are 

completed within 14 business days from the date all required documentation is received. 

 

7. Do I have to use the online forms? 
It is preferred that you use the online forms.  However, if you feel uncomfortable doing so, you can print 

the PDF version of the form from SPC’s website, complete and sign it, and submit it to SPC Financial 

Assistance Services in person, by fax, or as an email attachment. 

 

8. How do I know if I am a Dependent or Independent Student? 
For financial aid purposes, you are a dependent student unless you can answer ‘Yes’ to at least one of the 

thirteen dependency questions on the FAFSA.  These questions have to do with your age, being in a 

graduate program beyond a Bachelor’s degree, your marital status, children you support, legal 

dependents, orphan or ward of the court status, veteran status, emancipation, legal guardianship, or being 

an unaccompanied youth who was homeless or at risk of being homeless. 

 

9. What if I made a mistake on the form? Can I just do another one? 
Yes, you can do another form. But please be very thorough the first time around to save yourself the 

trouble.  

 

10. Can I change my email after submitting a document? 
No. You must use the best email for yourself and your parent when filling out the form.  Once the 

document is started this cannot be changed.  If you do submit an incorrect email, you can restart the form. 

 

11. What if I do not have all of my or my parents’ information that I need to complete the 

form? 
You can select “Other Actions” at the top right of the form page and click “Finish Later”.  This will allow 

you to pause the document where it is and submit once you have the correct information.  To access the 

partially completed form, go to your email and open the SPC Email Validation that you previously 

received with the name of the form that you want to complete, click on Resume Signing, and your form 

will re-open allowing you to continue. 

 

 

 

 

 

 

 

 



Dependent Students 

 

12. What if I had no income? 
You must complete all requested forms on your To Do List even if you had no income.  You will have an 

opportunity to explain your tax filing status or your financial situation on the forms that reference income. 

 

13. How do the documents get from me to my parents? 
When you start the document you will enter your name, email and parent’s name and email on the front 

page of the form – called the Power Form.  This will dictate who will sign this document.  Once you fill 

out your sections, sign the form and submit, your parent will get an email letting them know it is their 

turn to sign.  They should click the link in their email for the document and it will take them to the form 

you started.  They will complete the parent sections as instructed and add their signature.  Once both you 

and your parent have submitted your completed forms, you both will get the confirmation email as 

discussed in question #4.  SPC will also get a confirmation notice. 

 

14. What if I am a dependent student and my parents do not have an email address? 
If your parent does not have an email address, you have three options: 

1. You can use your email address for both you and your parent 

2. You can complete the student sections of the form on ProDoc, sign and submit, and then print a 

copy of the form to have your parent complete their sections on the paper copy and sign and 

submit to SPC in person, by mail, or fax 

3. You and your parent can complete the entire form on paper and submit to SPC in person, by mail, 

or fax. 

 

15. Will I get a confirmation that my parents have signed the requested forms? 
Yes.  If they are the last signer needed on the document, you will get the confirmation email as soon as 

they sign and submit the form. 


