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Applicant Portal 
Training



Objectives

Understand Portal Navigation and Initial Access: 

Understand how applicants use the ApplyTexas Portal, 

including searching for a college and creating an account.

Familiarize with Steps to Complete an Application: 

Familiarize with the steps applicants take to complete an 

application, including application screener questions, core 

questions and school required questions.

Troubleshoot Common Issues and Misconceptions: 

Learn common issues Applicants face  like incorrect email 

logins, lost email access, filling out application screener 

questions, and clarify misconceptions about direct fee 

payments and transcript uploads through the ApplyTexas 

Portal.



T H E  J O U R N E Y  O F  A N  A P P L I C A N T  U S I N G  A P P LY T E X A S

First time login 
post-
deployment: 
User resets their 
password

New User: User 
resets their 
password

Return User: 
User logs in

Applying Process

The Journey Map below provides a general high-level picture of the existing ApplyTexas Student application process and associated reminders and common issues.

Post-

Submission
Pre-Login

All 
Users: Applicants 
can research 
colleges through 
the ApplyTexas 
Portal or through 
My Texas Future 
https://www.myt
exasfuture.org/

1. Students don't need to answer Core Questions or sign up to search for school applications on ApplyTexas.

2. You must use Multi-Factor Authentication (MFA) every time you log in; usernames are not used anymore.
3. Applicants can see all their answers to the Core Questions on the "Core Questions" links in their dashboard.

4. If applicants aren't ready to start a school application, they can mark the school as a favorite to save it for later. These saved 

applications will appear on their dashboard.

5. Each school decides what to ask and show to students in the School Required Questions. 

6. Applicants can submit applications without including test scores, even if the program requires them.

1. Applicants may try logging in with an email that’s not associated with their account or the user no longer has access to the email
2. Applicant sees message that they are ineligible for an application due to selecting an application not matching their screener

3. Applicants want to the pay the application fee and upload transcripts directly in the ApplyTexas Portal.
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Reminders

Common 
Issues

All Users: Can 
search for a 
new application, 
access open and 
submitted 
applications, see 
upcoming 
deadlines and 
progress on 
applications.

All Users: 
Complete the 
application 
screener 
questions and 
can edit 
application 
screener respons
es as needed.

All Users: 
Complete the 
core questions 
on "About You," 
"Household," 
"Education and 
Testing," and 
"Activities and 
Achievements," 
and edit their 
responses as 
needed.

All Users: Can 
search for 
schools, save 
applications for 
later, or begin 
new 
applications. 
They can also 
return to and 
continue 
previously 
started 
applications.

All Users: Can 
choose their 
major and 
complete 
required 
questions and 
essays for 
schools* They 
can also revisit 
and continue 
working on 
previously 
started 
responses.

All Users: Can 
review their 
application, 
agree to terms 
and conditions, 
request 
transcripts, and 
download their 
application. They 
can also leave 
the page and 
return later to 
resume their 
work.

All Users: Send 
transcripts and 
pay application 
fees to schools 
directly. Some 
applicants may 
also need to 
send their test 
scores to the 
school.

Research a 
College

Access or 
Create an 
Account 

Access the 
Dashboard

Complete 
Core 

Questions

Search for a 
School

Complete 
School 

Required 
Questions

Submit an 
Application

Post-
Submission 

Steps

 New Feature!
This is meant to 
help applicants find the right 
program

Complete 
Application 

Screener

 Unique to each IHE!
Each IHE has the ability to 
customize their school required 
questions and essays



Applicants will now fill out app screener questions after they create an account so 

that they will be directed to apply for the right application types, example: a high-school 

freshman will not be directed to a graduate school application.
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New Changes!

Applicants will now get core questions that are the same for all IHEs so IHES can't 

configure them. These questions improve the user experience by providing consistency 

across applications, so they only need to answer them once.
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Applicants will now answer the application Screener Questions -> Core 
Questions -> School-Required Questions to submit an application.

Applicant Portal Changes



Demo: Applicant Portal



Knowledge Check Questions
1. What can new users do after completing the core questions in the student portal (but before submitting an application)?

•A) They can only view their responses but cannot edit them.
•B) They can delete their responses permanently.
•C) They can edit their responses at any time.
•D) They must wait for administrative approval before making edits.

2. What action is required by a new user upon their first login following the deployment of the student portal?
•A) The user must create a new account.
•B) The user must log in using an existing username.
•C) The user must reset their password.
•D) The user can log in without any changes to their account settings.

3. Which of the following is NOT a feature available to returning users on the student portal?
•A) Edit responses to the application screener.
•B) Start a new application without viewing past submissions.
•C) Access open and submitted applications and see upcoming deadlines.
•D) Return to previously started answers.

4. Which of the following statements is true regarding the submission of applications through the student portal?
• A) Applicants must send test scores even if not required by the school.
• B) Transcripts and application fees must be uploaded directly through the ApplyTexas Portal.
• C) Applications can be submitted without including required test scores.
• D) All of the above



Upcoming Trainings

Date and Time Topic Details

Thursday, July 11 3 p.m. CST Applicant Portal management • Overview of the Applicant Portal
• Navigation through the dashboard
• Review of the application screener
• Core questions
• Searching for schools
• School required questions
• Submitting an application

Wednesday, July 17 3 p.m. CST Admin Portal access and Configuring a 
semester/application

• Overview of roles within the Admin Portal
• How to set-up, modify, and remove access
• Examples of access permissions (application viewers and executive updaters)
• Overview of different application types
• Configuring schools and majors
• Setting dates, fees, essays, and school required questions
• Customizing major questions for graduate programs
• Adjusting display, payment, and publish settings
• Managing scholarship settings

Wednesday, July 24 3 p.m. CST Application tracking • Application search and exports
• Monitoring application counts
• Managing application transmission
• Managing school and district changes
• Updating contact information and other school details
• Handling school codes, data, and migration requests
• Integrating college scorecard data

Wednesday, July 31 3 p.m. CST Admin Portal access and Configuring a 
semester/application (repeat)

• Review Admin Portal access & Configuring a semester/application

Please plan to attend and invite anyone within your institution who has access to the Admin Portal. All sessions will be recorded and posted 
online.



Q&A



Thanks for joining!
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Appendix
• Previous webinars, resources, and announcements - The Redesigned ApplyTexas - 

Texas Higher Education Coordinating Board

https://www.highered.texas.gov/our-work/supporting-our-institutions/redesigned-applytexas/
https://www.highered.texas.gov/our-work/supporting-our-institutions/redesigned-applytexas/
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