
PAPF Process



Start a PAPF with a parent present

When the parent is available and present, a PAPF can be started.

You will first complete the students information.  This is the 
information found at the top of the page on the paper PAPF form.  
Once you hit submit, you and the parent will complete questions 
1-18 and submit. The parent will have the opportunity to re-
review all answers and forms.  This will allow parents to change*
any answer that may have been answered incorrectly.  
*All changes to answers will be presented as a history for coordinators to review. 



PAPF - Page 1 (part 1)



PAPF – Bottom of Page 1

The answers to these question will determine what, if any, documentation is needed to complete the PAPF.  After 
submitting you may be prompted to provide additional documentation.  The system will guide you through the process.



PAPF – Eligibility Certification

(Example of the system guiding the coach/parent.  This form is only needed if the application situation requires it.)

Once this form has been submitted, the coordinator will review the application.



PAPF – Parent Input Complete 

After all forms/waivers have been completed, the coordinator helping the parent will be directed to the eligibility 
home page. The parent will be notified that the application is now ready for their individual review*.
If the user helping the parent is a coach, they will not be allowed to process the application beyond this point.  
However, the coach can track the progress of all applications they initiate.

*Parent login/account access information is sent to parent email that was established in first step of process



PAPF - Coordinator
The coordinator will review the application for accuracy



Coordinator – Review Application

Coordinators will be able to review all information for each athlete application as they process requirements.

*See subsequent pages for the explanations of items 1 - 6 above
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Coordinators – View Uploads(1)
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1) Uploads are presented for the form they were uploaded against. 
2) Name of the file.
3) Who uploaded.
4) Date uploaded.
5) Click the view button to view the individual file.
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Coordinators – Add Additional Uploads(2)
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1) This page allows the coordinator to upload documents to any form.
2) Drag and drop image or PDF files to this section.
3) Upload up to 10 images that will be saved as a single PDF File.



Coordinator – Edit Application Info (3)
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1) Update the student information.
2) Update the parent information.



Coordinator – Administrator Options (4)

Each application has several admin options: 
1) Add/Remove forms – in certain cases, additional forms will need to be added or removed from an application. This 
button will process forms added and removed, and ensure that the system is updated accordingly.

2) Change Application Type – when the application is first started, the parent chooses if they are varsity/subvarsity. 
This button will change the application type, and ensure that the system is updated accordingly. 

3) Add/Remove Invited Users – DEC members and anyone else that the coordinator deems necessary can be added to 
or removed from this application. 

4) Request Additional Information – This button will be used to by a coordinator to request follow-up information 
from a parent. A DEC member could request information from either a parent, or a school coordinator. 

5) Close Due to Inactivity – This button will close the application and remove from the active/open queue.
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Coordinator – Application Summary(5)
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1) This banner is present when any answers 
have been changed.
2) Answers that require attention are flagged.
3) Clicking any answer will allow a 
coordinator to change it.  Some answers
will spawn new requirements/waivers. 



Coordinator – Application Summary(5) 1a

Clicking the yellow banner will show the change history
1) The text of the question that was changed.
2) The original answer to the question.
3) The date the answer was answered.
4) When the answer was changed (The new answer is not listed here, as it can be viewed on the main page).
5) The user who changed the answer.
6) The notes that were entered when it was changed.
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Coordinator – Application Summary(5) 3a

Clicking on any answer will display a prompt to change it
1) The question and answer choices.
2) The notes field to explain why the answer is being changed.
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Coordinators – Application Summary(6)

New School Certification
After the receiving school has completed the review it is time to complete the New School Certification.
Only the user logged in can sign this form.  The system will validate the name of the signing person to the 
name on the account.  It must match exactly.



Coordinator – Contact Previous School 
(Member School)

After the New School Certification is complete, the coordinator can now setup the request to contact 
the previous school.



Coordinator – Contact Previous School
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1) For a previous school that is a member school, the system will lookup administrator contacts.
(Names can be removed from this list)

(The red circled 1 straddles two boxes, as the system has looked up the names in one box, and the email addresses on the other)

2) The system will also look up the coaches of sports the athlete said they previously participated in.

3) Other contact names can be entered here.

4) A running list of previous contact attempts will be displayed here.

5) A countdown of the time remaining until the admin can bypass this step due to non-response.



Coordinator - Final Review

After the New & Old school coordinators have completed the required tasks, the system will prompt the next step.
This example needs to be sent to the DEC for Review.   Click submit to send to the DEC.



Previous School Coordinator



Coordinator – Previous School

A coordinator will receive alerts in the message center when a new out-going eligibility review (request from a new school) 
has been received.
Clicking this alert will load the Previous School Certification.



Coordinator – Previous School

Additionally, the left column option Out-Going Athletes will list all outstanding Previous School Certification requests. 



Coordinator – Previous School

Clicking on a name will allow the coordinator to review, and answer the questions associated with the Previous 
School Certification. 



Coordinator – Previous School

Previous School Certification
After the receiving school has completed the review it is time to complete the Previous School Certification.
Only the user logged in can sign this form.  The system will validate the name of the signing person to the 
name on the account.  It must match exactly.
A ‘Yes’ answer to a question will require a response to explain why it is yes.



Coordinator – Previous School (Complete)

Once the previous school has completed the Previous School Certification, the new school coordinator 
will receive an alert.
Control of the PAPF process has been returned to the new school coordinator.



Coordinator –
Non Member School Application



Coordinator – Non Member School
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1) When the previous sender is a non-member school, this banner will alert the coordinator.
2) The previous school admin name and email are provided by the parent or athlete in the first part of the 
application process.  The new school admin will need to verify the contact info prior to sending the request.



Coordinator – Non Member School

This is the email that a non-member school admin receives.



DEC



DEC – Review Application (Hearing Required)

DEC Chairs are notified of incoming applications requiring their attention. In a effort to reduce excessive 
communication DEC members can view applications that require DEC level attention, but aren’t notified 
until the DEC Chair schedules a hearing.

DEC users will be able to review applications similar to the coordinators.  Additional options and prompts 
will guide DEC users forward.



DEC – Review Application (Hearing Required)

When a Previous School Certification has a ‘Yes’ on question 6, a hearing is automatically required.  This example
has a hearing required.  As a DEC Chair, this user will need to schedule a hearing and notify all DEC Members. 



DEC – Review Application (Hearing Required)
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DEC Chair’s have the option to schedule hearings in such a way that allows DEC Members to vote on the best 
available day.
1) Preferred Date and location
2) Alternate Date and location – This date/location is optional and if left empty will automatically schedule the 
hearing without DEC member voting.
3) This option will allow the chair to invite anyone to participate in the hearing.  The main purpose of this option 
is to allow a DEC chair the ability to include team members that may not have correctly identified themselves as DEC members



DEC – Review Application (Hearing Required)

When scheduling the dates of hearings, state open meeting act requires 72 hours advance notice.  The system will
prompt users to acknowledge when a meeting is being scheduled within that time frame.



DEC – Review Application (Hearing Required)

Each DEC Member will receive an alert prompting them to provide input for this hearing.
Clicking the alert will take the DEC Member directly to the hearing page.



DEC – Review Application (Hearing Required)

Each DEC Member will vote on the Preferred and Alternate dates. 



DEC – Review Application (Hearing Required)

When 50% (and also 80%) of DEC Members have voted the DEC Chair will be alerted.  This will help the DEC 
Chair know when to finalize the hearing date.

Clicking the alert above, the DEC Chair will be directed to this page, where they will select the date for the hearing.



DEC – Review Application (Hearing Required)

Each member will receive an alert once the DEC Chair has finalized the hearing.



DEC – Review Application (Hearing Not Required)

For applications that do not require a hearing, a DEC Member has the opportunity to request a hearing



DEC – Review Application (Hearing Not Required)



DEC – Review Application



DEC – Review Application

Once the DEC have finalized the hearing details, each DEC Member will see this option when viewing the application.



DEC Chair – Review Application
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1) DEC Chair can also review the hearing details
2) After the hearing is completed, the DEC Chair record the hearing results.



DEC Chair – Review Application
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1) Enter the results of the hearing in this field.
2) Upload any files that will support the finding.



DEC Chair – Review Application

Once the hearing results are recorded, the system will automatically direct the DEC Chair to this page to finalize
the PAPF application.



DEC Chair – Finalize Application

After all DEC functions are complete, the DEC Chair will be able to send the application to the UIL and the new school.
The DEC Chair could also update the hearing results if needed.



Parent Portal



Parent Portal

Once the initial page of the PAPF has been submitted, the user will receive an email with login credentials.
Upon first login the user will choose a password, and finish account setup.  After this they will be able to login 
at any time to track the progress of the PAPF/Waiver Application.



Parent Portal

Users will choose the PAPF Parent Portal after login.



Parent Portal



Other Items/FAQ



Creating a Duplicate Record

In the event that a coach tries to create a duplicate record for a student at the same school, the system will 
prompt the user.  



Permanently Delete A Record

• In the rare event that a PAPF needs to be deleted (duplicate records), 
please contact RMA support for assistance.  School Admins will not be 
able to delete records without assistance.



Can I Invite Someone To View PAPF?
Q:
My DEC Chair did not correctly identified themselves before the application was submitted to the DEC level review and 
subsequently cannot view the application.  

A:
Any coordinator can invite users to view the PAPF using the administrator options.


