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What is the College Bound Secure Portal?
• A specially-designed web page which displays College Bound 

application information in a user-friendly manner.

How can I access the Portal? 
• Email your name, title, phone number, and the schools you serve 

to ChristinaR@wsac.wa.gov.

• Instructions to activate your account will be sent to you. 
You must activate your account within 48 hours!

• Bookmark https://fortress.wa.gov/wsac/portal
for future access to your students’ names.
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Key Terms and Definitions

mailto:ChristinaR@wsac.wa.gov
https://fortress.wa.gov/wsac/portal


Application
• Online (English and Spanish)
• Paper – downloadable in 11 languages
• Applied vs. Complete

• What makes a “complete application?”
• The Big 3: 2 signatures and an Income Requirement 

Sign-up and Deadline
• Students may sign up in 7th or 8th grade.
• Must by June 30 at the end of the student’s 8th grade year.
• Students only need to apply once.

Follow-up Process
• Missing information pages
• Batching 
• Letters home
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MS Toolbox
• Resource created by WSAC for middle school staff to monitor 

their sign-up efforts and track the students’ application status.

• Must have portal access to use

• Must agree not to share information

• Highlights include:

• Progress Bars

• Ability to print Missing Information Letters

• Edit student information 

• Track events 

• Ability to upload list of eligible students
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Portal Login Screen

https://fortress.wa.gov/wsac/portal/default.aspx
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Confidentiality Notice
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MS Toolbox Home Screen
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Data by School
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Students by Category
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CSV Download
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Students by Category
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Student File
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Student File – Edit Information

14



Student File
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Student File –
Reprint Missing Information Letter 
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Printing ALL 
Missing Information Letters
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Printing ALL 
Missing Information Letters



Printing ALL
Missing Information Letters
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Printing ALL
Missing Information Letters
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MS Toolbox Home Screen
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Student Lookup Tool

22Search Tip:
• Use first few letters of 

first and last names.



Student Lookup Tool
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Student File –Missing Signatures
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Complete Student File
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Ineligible Student
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Import Students
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Import Students Instructions
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Import Students Instructions
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Column Name Required Format

OSPIBuildingCode Yes •Number used on state test reporting

StudentSSID Yes •StudentSSID must be exactly 10 digits

StudentFirstName Yes •Must be less than 50 characters long

StudentMiddleInitial No •Must be less than 1 characters long

StudentLastName Yes •Must be less than 75 characters long

StudentGrade Yes •Must be between 7 and 8

StudentBirthDate Yes
•Multiple formats accepted: yyyy-MM-dd, 

MM/dd/yyyy, MM.dd.yyyy, MM-dd-yyyy

ParentFirstName Yes •Must be less than 50 characters long



Import Students
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Import Students File Template
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Import Students
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Choose File to Upload
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Error Messages
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Fixing Errors
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Choose File to Upload
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File Upload Success
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File Upload Reminders
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• Column headers must match template

• No spaces in column header names

• Must include all columns, even if you’ve not included any 
information

• Do not include periods in middle initials



College Bound Reminders

Deadline
• June 30 of 8th grade year.

Why names not on list? 
• Use the Student Lookup button in the MS Toolbox.

Data Matches
• OSPI - Occurs four times per year for new College Bound 

students.  Weekly updates for previously matched students.

• DSHS – Occurs twice per year.
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Need Assistance?

Christina Richmond

ChristinaR@wsac.wa.gov

360.753.7785
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