
FAFSA STEP-BY-STEP INSTRUCTIONS  
 

 

There are two parts for completing the FAFSA.  First creating an FSA ID to sign in to FAFSA and then completing the 
actual FAFSA application.  Both the student and one parent need to create an FSA ID.  If you have an older sibling who 
has completed a FAFSA in the past 8 years, your parent may already have an FSA ID.  Please write both your FSA ID and 
your parent FSA ID on this page and keep it in a safe place to use for future FAFSA as you will need it every year that you 
complete the FAFSA.  Use your home email for the FSA ID as you will lose your school email at the end of the year.  

Go to www.fsaid.ed.gov and complete the FSA ID Write the information down here: 

1. Student FSA ID/User Name: ________________ and password:  _________________. 
2. Answers you put for security questions 

1.   

2. 

3. 

4. 

3. Parent FSA ID/User Name:      and password:     
Parent answers for security questions 
1. 
 
2. 
 
3. 
 
4. 

Completing the FAFSA 

 Go to fafsa.gov and then click on Start Here.  Click on I am the student and then enter your FSA ID User Name and 
password, click on Next to begin your 2020-21 FAFSA.  You will create a SAVE KEY. Write down your SAVE KEY here  

4. Complete the student portion of the FAFSA up to the point where it says I will enter parent information.  This is 
where your parents will begin to complete their part of the FAFSA.  

5. Have your parents enter their information, and link their taxes to the IRS. Using the IRS Data Retrieval Tool is the 
easiest way to enter 2018 tax information because it is automatically uploaded by the IRS. If you are able to use 
the IRS Data Retrieval Tool, input the information exactly as it appears on the taxes.  It doesn’t always work, so 
have your 2018 taxes ready in case you need to enter the information by hand. Parents and students who 
worked in 2018 will also need their 2018 W-2 forms handy as they will need to enter in that information as well.   

6.  Finish the FAFSA, and make sure BOTH you and your parent sign using the student and parent FSA ID. Then you 
will hit submit.  Immediately after submitting, check YOUR email.  You should receive an email from FAFSA 
telling you that you have submitted successfully and what your Estimated Family Contribution (EFC) is, how 
much (if any) Pell Grant money (money you don’t have to pay back) you will get for next school year and how 
much Loan money (money you DO have to pay back) for the next school year.  

7.  If you have any difficulties or questions about the FAFSA, please contact Mrs. Gittens 
(Mercedes.gittens@ocps.net) or call 407-850-8041.   

KEEP THIS PAPER IN A SAFE PLACE TO USE WHEN YOU COMPLETE THE FAFSA AGAIN NEXT YEAR! 


