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Need to Reach 
Us?

 
Email us from the email address listed in your MyPortal parent 
account.  Otherw ise,  SEAA Staff w ill not be able to respond with 
student- level information.

Provide our Scholarship Specialists w ith as much information as 
possible in the email!   

Include:  Student Name( s),  Parent Name,  Detailed Question(s)  
and/or Concerns

OpportunityScholarships@
ncseaa. edu 

855−330−
3955



Is your Contact Information Updated in 
MyPortal?

Need to update your email?

Need to update your mailing 
address?

Need to update your phone 
number?

Step 1: Log onto your MyPortal 
account

Step 2: To update the email address, 
mailing address or phone number, 
go to the " My Contact Information"  
section

Step 3: In "New" Column, enter the 
new email address, mailing address 
or phone number and click "Save"
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Contact Us & Help 
Requests 

Click on HELP REQUESTS to see a log of 
correspondence from you to us.

Need to reach us quickly?
Click on the CONTACT US button from your 

home screen of MyPortal to send us a 
secure message.  

A Scholarship Specialist will typically reply 
the same business day!
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Why?

The Opportunity Scholarship is ultimately an 
income- based scholarship

Per statue,  SEAA is required to verify income 
for a percentage of awardees each year

We need to ensure your student(s)  are placed 
in their correct Award Tier based on your 
household’ s total income from the previous tax 
year.



Login To MyPortal and look for this title:

What do parents need to do?
Check your MyPortal notification(s) Helpful Tip:

• Login  to 
MyPortal 
weekly to 
review your 
notification
s & To-Do 
List



MyPortal Notification
Income Verification is a two- part process.  Follow  the 
instructions and complete the task by the dates listed on 
your To- Do List.

Part 1 –  Submit the Income Verification Worksheet

 
Part 2 -  Submit Other Requested Documents



MyPortal To- Do List



Step 1: Income Verification Worksheet
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Section 1:  Household Member Information
Helpful Tips:

• You will only 
complete 
one 
worksheet for 
ALL students

• Worksheets 
will be 
rejected that 
do not list 
parent and 
student(s)



Section 2:  Income Questions

Helpful Tips:

• Do NOT enter 
decimals, commas, 
or dollar signs in the 
boxes. Enter 
numbers as whole 
dollar amounts

  Ex: $12,651 = 12651

• Include annual 
amounts

• Enter 0 if no income 
is received



Step 2: Provide Income Document(s)
This task will be added immediately follow ing the 

submission of the worksheet
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For each household member, you must answer two questions:

#1 - Did this person earn income in the previous tax year?  
#2 – Did or will this person file their previous year’s tax return?

Your answers on the worksheet w ill 
generate the Income Documents we 
need from certain household members …



YES, to 
earning 
income 
in 2024

YES, to 
filing 
2024 
taxes

2024 
Return 

Transcript



If you are on a 
phone, be sure to 
scroll down until you 
see the header 
“Return Transcript.”



YES, to 
earning 
income 
in 2024

NO, to 
filing 
2024 
taxes

Non-
Filer 
Form



What Information is Needed?

• Annual Amount Earned

• Was a W2/1099 Issued 
(Yes/No)?

• Employer/Company Name

Helpful Tip:  You do not have 
to fill out every row on the 
Non-Filer Form. 



NO, to 
earning 
income 
in 2024

NO, to 
filing 
2024 
taxes

Basic 
Necessities  

Form



Helpful Tips

• Provide an itemized list of income 
sources with annual amounts

• Income Guidance Document

• Be as specific as possible

https://k12.ncseaa.edu/media/on0ha3on/ops-calculate-income.pdf


Let's Review
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Opportunity Scholarship New s You 
Can Use

Sign up to receive our 
Opportunity Scholarship New sletter!

https://lp.constantcontactpages.com/sl/Jxvm9UW
https://lp.constantcontactpages.com/sl/Jxvm9UW
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www.k12.ncseaa.edu

opportunityscholarships@ncseaa.edu

855−330−3955

Contact Us

We’ d love to 

hear from you!



Income Verification Resources

Income Verification 
Main Webpage

Part 1: Worksheet Guide Part 2: Income 
Documents (Transcript)

• Video Tutorial
• FAQ
• IRS Support

https://k12.ncseaa.edu/opportunity-scholarship/income-verification/
https://k12.ncseaa.edu/opportunity-scholarship/income-verification/
https://k12.ncseaa.edu/media/1ocdze5d/incomeverificationworksheet.pdf
https://www.irs.gov/individuals/get-transcript
https://www.irs.gov/individuals/get-transcript
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