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First Time Students: Setting up Single Sign-On and Creating a 
Student Profile 
If you are a first time student who would like to receive State Scholarships and Grant Programs, you must register for an Azure  
Single Sign-on account to access the OSFA Website. 

Note: If you are an existing student with a Student Profile please go to the Existing Students with Student Profiles section of this 
document. 

Select the Create Student Account button to start the new account registration process. 
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The following popup will display. Select the Proceed to Create a Single Sign-On (SSO) Account button to begin the one-time 
registration process: 

 

 

The following page will be displayed: 
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Enter your valid email address and select the Send Verification Code button. 

Note: Please ensure that the email address you enter is one you will continue to have access to. It is advisable not to use a 
school‑issued email account. 

 

The following email with your one-time verification code will be sent to the email address entered in the previous step: 
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Enter the verification code in the text box that says “VerificationCode.” Select Verify code. 

 

If you do not receive your one-time code, select Send new code, and a new one-time verification code will be sent to your email.  

 

Note: Though emails are expected within 1-2 minutes, in rare instances, it may take up to 3-5 minutes to arrive.  If you receive 
multiple codes in one verification attempt, the newest email will contain the valid code.  

Once you have verified your code, a message “The code has been verified. You can now continue” will display. 

 



5 
 

 

 

Complete the relevant remaining fields.  

 

Fields containing an asterisk (*) indicate that a field is required. The following fields are required: 

• First Name 
• Last Name 
• Password 
• Re-enter password 

Fields not containing an asterisk (*) are not required and may not be applicable. The following fields are not required: 
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• Middle Name 
• Suffix 

Passwords must be at least 8 characters in length and contain at least one of each character type: 

• Uppercase letter 
• Lowercase letter 
• Number 
• Special Character 

If your password does not contain one of each of the listed character types, the following error will display above the password field: 

 

 

Once all the required fields have been completed, review the acceptable use policy. Check the box to indicate you have read and 
understood the information provided to you. 

 

Select Continue. 

 

The following page will display: 
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This page indicates the three options available to you for your multi-factor authentication.  

1) Phone Number 
2) Email  
3) Authenticator / TOTP App 

 
 

Select your desired mode of multi-factor authentication for your OSFA Website account.  

Note: The selection you make will hold for all future sign in attempts. For instance, if you selected email for your multi-factor 
authentication, any time you attempt to log in to your OSFA Website account, you will receive your one-time verification code as an 
email.  
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Once you select your preferred mode of contact for the multi-factor authentication and entered the respective required 
information, select Send Verification Code. 

 

A one-time verification code will be sent to you. Enter the Code and select Verify Code. 

 

 

The following page will display with your SSO login. An email will be sent with the same information.  

Note: Your SSO login and OSFA Website username will be in the format of 0-[your email address], as displayed in the images below. 
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Select the link for the FLDOE SSO portal in the email. 

 

The FLDOE SSO home page will display. Select the GUEST ACCESS link. 
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Select the LOG-IN button. 

 

Select the Hosted / Self Registered login option. 
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Enter the SSO Login provided to you on the page that is displayed. Select Sign In. 

 

If you forgot your SSO login/username, select Forgot Sign In Name. An email will be sent to the email address provided during 
account creation.  

Enter your password and select Continue. 
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You will now be prompted to send an authentication code to your selected mode of authentication. Select Send Code. 
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Note: The image above depicts the screen displayed for authentication through Phone Number. Authentication prompting screens 
for email and/or Authenticator/ TOTP app may vary.  

 

Enter the code sent to you. Select Verify Code. 

 

You will see the following page. Select the OSWA-OSFA SSFAD Website External button. 

 

You will be directed to the OSFA Website Home page – select the Student Sign-In button: 
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The following page will be presented.  Select the option I DO NOT have an account and need to create a profile and submit a 
Florida Financial Aid Application (FFAA) and select the Next button. 
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The Student Profile page will be displayed. Some fields will be automatically entered from the information received from the Single 
Sign-On process. Fields with a red asterisk (*) are required. Complete fields and select Submit. 

 

Once the Student Profile has been created, the following page showing the User ID and Email Address will be displayed.  
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After a brief amount of time, the Florida Financial Aid Application (FFAA) page will be presented.  

An email will be sent to the email address used during the SSO Sign-up process confirming the Student Profile creation: 

 

Existing Students with Student Profiles: Setting up Single Sign-On 
Students who already have an existing student profile who are returning for the first time must register for an account with Single 
Sign-on to access the OSFA Website application to view award information. 

Note: If you have already created your Single Sign-On account, please go to the Students with Single Sign-On Accounts section of this 
document. 

Select the Create Student Account button to start the new account registration process. 
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The following popup will display. Select the Proceed to Create a Single Sign-On (SSO) Account button to begin the one-time 
registration process: 

 

The following page will display: 
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Enter your valid email address and select the Send Verification Code button. 

Note: Please ensure that the email address you enter is one you will continue to have access to. It is advisable not to use a 
school‑issued email account. 

 

The following email with your one-time verification code will be sent to the email address entered in the previous step: 
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Enter the verification code in the text box that says “VerificationCode.” Select Verify code. 

 

 

If you do not receive your one-time code, select Send new code, and a new one-time verification code will be sent to your email.  

 

Note: Though emails are expected within 1-2 minutes, in rare instances, it may take up to 3-5 minutes to arrive.  If you receive 
multiple codes in one verification attempt, the newest email will contain the valid code. 

Once you have verified your code, a message “The code has been verified. You can now continue” will display. 
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Complete the relevant remaining fields.  

 

 

Fields containing an asterisk (*) indicate that a field is required. The following fields are required: 

• First Name 
• Last Name 
• Password 
• Re-enter password 

Fields not containing an asterisk (*) are not required and may not be applicable. The following fields are not required: 

• Middle Name 
• Suffix 
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Passwords must be at least 8 characters in length and contain at least one of each character type: 

• Uppercase letter 
• Lowercase letter 
• Number 
• Special Character 

If your password does not contain one of each of the listed character types, the following error will display above the password field: 

 

 

Once all the required fields have been completed, review the acceptable use policy. Check the box to indicate you have read and 
understood the information provided to you. 

 

 

Select Continue. 

 

The following page will display: 
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This page indicates the three options available to you for your multi-factor authentication.  

1) Phone Number 
2) Email  
3) Authenticator/ TOTP app 

 

Select your desired mode of multi-factor authentication for your account.  

Note: The selection you make will hold for all future sign in attempts. For instance, if you selected email for your multi-factor 
authentication, any time you attempt to log in to your account, you will receive your one-time verification code as an email. 
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Once you have selected your preferred mode of contact for the multi-factor authentication and entered the respective required 
information, select Send Code. 

 

A one-time verification code will be sent to you. Enter the Code and select Verify Code. 

 

 

The following page will display with your SSO login. An email will be sent with the same information.  
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Select the link for the FLDOE SSO portal in the email  
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The FLDOE SSO home page will display. Select the Guest Access link. 

 

Select the Log In button, then select Hosted / Self-Registered login. 
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Enter the SSO Login provided to you. Select Sign In. 

 

If you forgot your SSO login/username, select Forgot Sign In Name. An email will be sent to the email address provided during 
account creation. 

 

Enter your password and select Continue. 
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You will now be prompted to send an authentication code to your selected mode of authentication. Select Send Code. 

 

Note: The image above depicts the screen displayed for authentication through Phone Number. Authentication prompting screens 
for email and/or Authenticator/ TOTP app may vary.  

Enter the code sent to you. Select Verify Code. 



28 
 

  

 

You will see the following page. Select the OSWA-OSFA-SSFAD Website External button. 

 

You will be directed to the OSFA Website Home page – select the Student Sign-In button: 
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The following page will be presented.  Select the option I have previously created an account and need to sign-in to manage my 
account and select the Next button. 
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Enter the student demographics that match your existing Student Profile information and select Next. 

 

 

If the demographic information entered does not match your Student Profile, a message will be displayed to contact 
OSFA@fldoe.org or 1-888-827-2004 for assistance. 

 

 

mailto:OSFA@fldoe.org
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If the system can match your existing Student Profile using the information provided, you will be presented with the following page: 

 

If the Previous Sign-In information is correct, confirm your account by selecting the checkbox next to the statement I confirm that I 
am updating my User Name and Email Address to the new sign-in shown above and select Confirm. 

 

The STUDENTS page will be displayed. 
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Students with Single Sign-On Accounts 
OSFA Website users who have already created a Single Sign-On account can log on from the OSFA Website Home page by selecting 
the Student Sign-in button. 
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Selecting the button will direct student to Single Sign-On. The Following page will display: 
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Enter the username you received during the Single Sign-On set up process. Select Sign in. 

 

 

The Password page will display. Enter your password and select Continue. 
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You will be prompted to send a one-time verification code at your established multi-factor authenticator.  Select Send Code. 

 

Note: Phone number was chosen as the multifactor authenticator for this account. Screens pertaining multifactor authentication 
through email and/or authenticator application may differ.  

A code will be sent to you. Enter the code you receive and select Verify Code 
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The STUDENTS page will be displayed. 
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Troubleshooting 

Password Recovery 
If you cannot remember the password or wish to change your password, follow the forgot password process in the FDOE Single Sign-
On Portal. 

To begin the forgot password process in Single Sign-On, select one of the Student Sign-In buttons on the OSFA Website home page. 

 

 

The FDOE Single Sign-On sign in page will display. Enter your SSO username. Select Sign In. 
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Select the Forgot Password? link. 

 

 

Verify the email address listed. Select Send verification code. 
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An email will be sent to the email address listed. Enter the code you received and select Verify code. 
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Once the code has been verified, select Continue. 
 

 

 

Enter and reenter your new password. Select Continue. 
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You will be prompted to send a code for multi-factor authentication. Select Send Code. 

 

Enter the code sent to you. Select Verify code. 
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Forgotten Sign-In Name 
To begin the Forgot Sign In Name process in Single Sign-On, select the Student Sign-In button on the OSFA Website Home page. 

 

 

The FDOE Single Sign-On sign in page will display. Select Forgot Sign In Name. 
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Enter your SSO email address. Select Continue. 
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The following message will display. If a sign in name associated with the email address provided is found, an email will be sent. 

 

 

 

How to change Multi-Factor Authentication (MFA) Settings 
The selection you make to receive the multi-factor codes will hold for all future sign in attempts. For instance, if you selected email 
for your multi-factor authentication, any time you attempt to log in, you will receive your one-time verification code as an email.  

The multi-factor authentication method can be changed by navigating to the SSO Portal https://flssoportal.fldoe.org/ and logging in 
(if not already) and selecting the Menu dropdown on the page below. 

https://flssoportal.fldoe.org/
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Select Manage My MFA Settings: 

 

Select the new multi-factor authentication method desired and follow prompts to complete the change. 
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Assistance Information 
For questions regarding registration, single sign-on process, or account issues, please contact OSFASecurity@fldoe.org or call 1-888-
827-2004. 

mailto:OSFASecurity@fldoe.org
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