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GAPP User Manual

The Grant and Aid Processing Platform (GAPP) is the Texas Higher Education Coordinating Board's (Coordinating Board)
centralized portal for securely managing state financial aid programs. This user guide provides institutions with the
information and resources needed to navigate the portal effectively, manage state financial aid funds, and maintain
compliance with the applicable program requirements and procedures.

Getting Started with GAPP

I To obtain access to the platform, refer to the GAPP Account Creation Process User Manual.

Logging In to GAPP

Step 1. Navigate to
cbgapp.highered.texas.gov.

Texas Higher

Education
COORDINATING BOARD

& Username
@ Password
Paj

Login

Step 2. Click Log in in the
upper-right corner.

Texas Higher

Education
COORDINATING BOARD

Step 3. Enter your Username
and Password and click Log in.

Forgot your password? Not a member?

User Roles and Permissions

This table summarizes the permissions assigned to each user role. For more information on how to assign a role, refer
to the GAPP Account Creation Process User Manual.

Primary Secondary
Point of Point of Reporting Business Office Institutional Aid

Capability Contact Contact Official Contact Administrator

(PPC) (SPC) (({0)] (BOC) (IAA)

View the institution’s profile and
general allocation information

Submit and view helpdesk tickets

Submit and view previously
submitted “intent to participate”
requests

v v v v v
Manage Users v v X X X
v v X X X

Submit and view payment-related
actions (payment requests, transfer

v v
requests, return of funds, and
student count updates)

v* X X

*Before submitting requests for a program, an RO must be granted access to that program. An RO may be assigned to multiple
programs; however, each program may only have one assigned RO at a time.
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GAPP Homepage

After logging in, you will be directed to the GAPP homepage, which contains the three tiles shown below. The views
and functionality available within each tile may vary depending on your user role and permissions.

Click a tile to navigate to the corresponding section for more information.

THECB THECB THECB

Institutional Profile Allocations

View institution details, View institution allocations

manage your institution’s list and related transactions,
of authorized users, and including allocations,

View and submit payments,
transfers, return of funds, and
student count update

manage intent to participate payment, returns, transfers,
requests.

requests. and student count balances.

Institutional Profile

THECB I User role required: Available to all user roles.

The Institutional Profile contains four tabs: Details, Staff List, Financial Aid Program
isctitiialifrofie Roster, and Intent to Participate Requests.

The subsections below provide information on navigating each tab.

Details Staff List  Financial Aid Program Roster Intent to Participate Requests

Account Name

Example University Details

FICE Code The Details tab displays your institution’s name, FICE code and institution type.
001234

Institution Type

Private

Staff List Contact Name v | Role v

. . . . . . Michelle Test Institutional Aid Administrator
The Staff List tab displays authorized staff at your institution

who have access to GAPP and their assigned roles. For more Brian Test Secondary Point of Contact
information on managing user access in GAPP, refer to the
GAPP Account Creation Process user manual.

Jessica Test Reporting Official

Program Financial Aid Program Roster

HUISIng Students Schofarshie The Financial Aid Program Roster tab displays the state financial aid programs

Texas Work-Study Programs administered by the institution in GAPP. To view an institution’s allocation information,
TEG click the applicable program (see Allocations for more information).
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Intent to Participate Requests

I User role required: PPC or SPC
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The Intent to Participate Requests tab contains previously submitted intent to participate requests.

The Coordinating Board requires institutions to formally indicate their intent to participate in the following state

financial aid programs:

Applicable Programs
e Nursing Students Scholarship
e Tuition Equalization Grant (TEG)
¢ Texas College Work-Study
¢ Work-Study Student Mentorship
Program
¢ Educational Aide Exemption
e Financial Aid for Swift Transfer (FAST)

Not Applicable

Bilingual Education
College Access Loan (CAL)

Future Occupations & Reskilling Workforce Advancement to Reach Demand (FORWARD) Loan

Good Neighbor
Texas First Scholarship
Texas Armed Services Scholarship

Toward EXcellence, Access, and Success Grant (TEXAS Grant)

Texas Educational Opportunity Grant (TEOG)

The Coordinating Board will notify institutions through the Student Financial Aid Programs Listserv of the timelines for
submitting intent to participate requests for specific programs. Submission deadlines may vary by program.

The steps below outline how to complete an intent to participate request:

Step 1. Click Complete Opt-In Process to open the Intent to Participate form.

Note: To view previously submitted intent to participate requests, click the applicable request’'s IR Name in the
Intent to Participate Requests page.

IR-01229

IR-02676

B Account
Details Staff List ~ Financial Aid Program Roster
2 of 2 items
IR Name ~ [ Reguest Type

Intent To Participate

Intent To Participate

Intent to Participate Requests

Send Message

Assign Eligibility

~ | Submitted By v Submitted Dal

Complete Opt-In Process

Jul 30, 2024

Mar 28, 2025

Complete Opt-In Process

Step 2. The Intent to Participate

page lists optional programs
available to participate in. Each
program includes a drop-down

menu that reflects your institution’s

previous selection. To make
changes, select either Opt-in or
Opt-Out for each program as
applicable.

Note: If a drop-down menu is grayed
out (unavailable), it is because one of

the following applies:
e The program requires
mandatory participation.
e The opt-in deadline has
passed.

Intent to Participate

The THECB is required to invite eligible institutions to participate in certain p|
deadline. Institutions that do not confirm their intent to participate by the dej

Instructions;

1. Review Opt-in/Opt-out selection below. All selections have beer|
2. Ifthe Intentto Participate has changed, use the drown-town me
3. Toconfirm participation, select the “Submit” button at the botto|

Note: I a program selection is greyed out, then the intent to participate wind|

Annual Programs

. gl

st [omm ) /

Biennial Programs

Texas College Work-Study

Work-Study Mentorship Program

Questions?

For questions, please submit a GAPP Help Desk ticket.

FAST

Annual Programs

Biennial Program#

Texas College Work-Study

Educational Aide Exemption

Work-Study Mentorship Program

Opt-Out ¥

Opt-In v

Opt-In v

Opt-In v

Original Submission Date

05/01/2026

By submitting this form, | acknowledge that | am the Certifying Official for my institution.

el

Step 3. Once you have made your selections, click Submit.
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THECB

Allocations

Allocations
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| User role required: Available to all user roles.

Clicking the Allocations tile on the GAPP landing page opens the Financial Aid Program
Roster tab. This tab contains a list of the state financial aid programs available to your

institution in GAPP. Click a program name to view its funding activity.

3 of 3 items

Program
Nursing Students Scholarship
Texas Work-Study Programs

TEG

Program funding activity displays information for
the current active fiscal year.

Allocation Funding Available - Displays
summary allocation funding information.
Payments - Displays pending and
processed payment requests.

Returns - Displays pending and
processed returned funds.

Allocation Transfers — Displays pending
and processed transfer requests. Refer to
the Fiscal Year 2027 State Financial Aid
Guidelines, Authority to Transfer section,
for more information.

Students - Displays student counts.

For more information about a field, click its
o help icon.

Note: For prior year allocation funding activity,
submit a Help Desk ticket.

“ | Reporting Official

B Program Funding Activity

Allocation Funding Available
QOriginal Allocation Amount i ]
$3,877,831.00
Total Adjustments @
$5,000.00
Current Allocation Amount @
$3,882,831.00
Total Payments L: ]
-520.00

Total Returns [: ]

Remaining Amount i ]

$3,882,811.00

Payments

Total Payments Disbursad

Returns

Total Returns Processed

Allocation Transfers @

Tatal Transfers Processed @

Students

Total Number of Students

1

Total Payments Pending

$20.00

Total Retumns Pending

Total Transfers Pending @

Retum fo Home
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THECB I User role required: PPC, SPC, or RO (RO access limited to assigned programs only).

The Requests page allows institutions to manage requests in GAPP, including submitting
payment requests, transfer requests, return of funds requests, and student count updates.

The Requests tile displays all previously submitted or drafted requests. By default, requests are filtered to show

recently viewed items and can be filtered by request type (payment, transfer, return of funds, student count updates)

or by Transfer Requests Pending PPC Approval.

To view more information about a specific request, click the request’s IR name.

E Recently Viewed ~ Funds | Update Student Count
Search lists... e} =
2 items » Updated a few seconds ago A &- ®H-
List Views
IR Name v
GAPP BG Texas First Scholarship
IR-00044 A4
5 1R-01229 Payment Requests =
~ Recently Viewed
Return of Funds
Student Count Adjustment
Transfer Requests
Transfer Requests Pending PPC Approval d
Initiating a Request
To initiate a request, click on one of the four buttons at the top of the page.
Click a button below to navigate to the corresponding section for more information.
Payment Request Transfer Request Return of Funds Update Student Count
E Recently Viewed ~ I Payment Request Transfer Request Return of Funds Update Student Count I
Q, Search this list... & 2 C

2 items + Updated a few seconds ago

IR Name

IR-00044

2 IR-01229

~
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Payment Requests

I User role required: PPC, SPC, or RO (RO access limited to assigned programs only).

Step 1. Select the Program from the drop-down menu.

Fiscal Year and Remaining Allocation Amount will auto populate.

Payment Request

Request Type
Payment Request
*Amount

*Mumber of Sfudentz @

Total Number of Students

Step 4. Check the
Acknowledgment box.

Step 5 (if applicable). If your
payment request reduces your
allocation to zero, you must check
the Last Payment Request for
Program box. You will not be able
to submit the request unless this
box is selected.

Step 6. Click Submit.

Canceling a Payment Request

Payment Request
Request Type

Payment Reques
*Amount @

“Number of Students @

Total Number of Students

Table of Contents

Step 2. Enter the whole dollar amount requested in

the Amount field.

Step 3. Update the Number of Students if needed.
If there are no new students, enter “0" (zero).

The Total Number of Students will automatically

populate based on your input.

Cancelled

*Program
Select an Option

=Fiscal Year

Remaining Amount

Last Payment Request For Progiam

Last Payment Request For Program

Acknowledgement

* | 1acknowledge that submission of a payment request serves as confirmation that the institution understands the timely distibution requirements outiined in TAC Rule 22.2

Paid

A payment request can be canceled before it has been reviewed by the Coordinating Board. The request status must

be Review in Progress. To cancel, navigate to the applicable request and click Cancel Request.

Note: Approved or paid requests cannot be canceled. If the requested funds are no longer needed, a Return of Funds

must be completed.

Review in Progress I

Payment Request

Tot, ber of Student

st Payment Request For Program

Acknowiedgement:

Cancelled

Approved

* » lacknowledge that submission of a payment request serves as confirmation that the institution understands the timely distribution requirements outlined in TAC Rule 22.2

Claose Cancel Request

As of 7/14/2026
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Transfer of Funds

User role required: PPC, SPC, or RO (RO access limited to assigned programs; must be assigned
access to programs funds are transferred to and from).

Institutions participating in the TEG, TEOG, or TEXAS Grant programs and the Texas College Work-Study program can
transfer funds between those programs through the Authority to Transfer process. The section below outlines the
steps for requesting a transfer between programs.

Step 1. Complete the following fields:

e From Program - Select the program to transfer funds from using the drop-down.

e To Program - Select the program to transfer funds into using the drop-down.

e The Fiscal Year and Maximum Transferable Amount fields will automatically populate after the
selections above are made.

e Enter the Transfer Amount in whole dollars.

Step 2. Click Submit.

e PPC and SPC submissions are sent to the Coordinating Board for review.
e RO submissions require PPC or SPC approval; proceed to Step 3.

Transfer Request

" Request Type * Maximum Transferable Amount

Transfer Request

* From Program * To Program
Select an Option v Select an Option v
* Transfer Amount * Program Fiscal Year

Step 3 (if applicable). Transfer requests must be approved by a PPC or SPC before submission to the
Coordinating Board. The PPC must navigate to the applicable transfer request and may:

e Update the information entered on the transfer request
e Cancel the request
e Approve the request

Note: Once a request has been approved and submitted to the Coordinating Board, it cannot be canceled on
GAPP. To cancel an approved request, submit a Help Desk ticket.

Pending PPC Approval Submitted for Approval Cancelled Not Approved Approved

Transfer Request

$60,000.00
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Return of Funds

I User role required: PPC, SPC, or RO (RO access limited to assigned programs only).

Step 1. Complete the following fields:

e Program

¢ Refund Amount

e Appropriation Year
e Number of Students
e Reason for Return

Step 2. Save the request as a draft or submit it.

Table of Contents

Return of Funds

*Request Type

ki pI'O(_.]I'c'iITI

Return of Funds [

Select an Option

Step 3. Transfer the actual funds to the Coordinating Board (see EFT instructions).

Canceling a Return of Funds

*Refund Amaount * Appropriation Year

Select an Option

*MNumber of Students *Reason @

Close Save As Draft I Submit

Requests can be canceled before the Coordinating Board reviews the requests. The request status must be Pending or

Review in Progress. To cancel, navigate to the applicable request and click Cancel Request.

Note: To cancel an approved request, submit a Help Desk ticket.

Return of Funds

Cancelied

Study Programs

Close Cancel Request

Return Processed

As of 7/14/2026
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Update Student Count

I User role required: PPC, SPC, or RO (RO access limited to assigned programs only).

Step 1. Complete the following fields:

Program

The Total Number of Students will automatically populate after the selection above is made.
Fiscal Year

Change Type - indicate whether the student count is increasing or decreasing
Number of Students — enter the number of students being added or removed

Step 2. Click Submit.

Note: Student count updates do not require Coordinating Board approval. As a result, requests cannot be

canceled once submitted. To reverse changes, a new Update Student Count request must be created with the
appropriate corrections.

Update Student Count
Request Type *Program
Payment Request Select an Option v
Total Number of Students *Fiscal Year
Select an Option v
*Number of Students *Change Type
Select an Option v

Contact Us

For questions, please call 844-792-2640 or submit a Help Desk ticket.
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