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Step 1 

• Log into the secure area of MyInfo at Concordia 

University Texas. (h'ps://myinfo.concordia.edu/)  

• Select the Financial Aid tab 

• Select Financial Aid Award Informa�on 

Step 2 

• Select Award for Aid Year 

Step 3 

• Select the Aid Year you need to review 

from the dropdown menu 

 (Ex: Federal Aid Year 2019-2020)  

• Click the “Submit” bu'on 

Step 4 

• Click on the Terms and Condi�ons tab 

Step 5 

• The Terms and Condi�ons link (in blue) will 

open a PDF file for you to read. 

• Accept the Terms and Condi�ons by 

clicking the “Accept” bu'on 
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Step 6 

• A6er you accept the Terms and 

Condi�ons, the Accept Award Offer 

tab will be ac�vated.   

• Click on the Accept Award Offer tab 

Step 7 

• Accept or decline aid being offered: 

• Select Accept Full Amount All Awards 

bu'on  

OR 

• Use the Select Decision drop down to 

accept or decline each award offered  

• Press Submit Decision bu'on to finalize your 

decisions. 

• If you would like to request a lesser amount, 

accept the award for the amount shown and 

finalize your decision as described above.  Then 

enter a comment on which award you want 

reduced and the amount you are reques�ng in the 

Comments sec�on of the screen and select the 

Submit Informa�on bu'on.   

• CTX Student Financial Services will make the 

adjustment a6er your comment is received.  You 

can log into MyInfo to confirm that the award was adjusted correctly. 

Step 8 

• If you are receiving any outside resources not 

listed in your financial aid award (grants from an 

employer, church, etc.), click on the Resources/

Addi�onal Informa�on Tab to report that 

informa�on. 

• Enter the Resource Descrip�on (Ex: FFA 

Scholarship), the applicable Term, the Amount and 

any comments regarding the source.  Then Submit 

Informa�on. 

• Be sure to exit MyInfo when you are finished. 


