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Verify an IDT

Step 1:
· Navigate to sso.tamus.edu and select iPayment – Admin Center from the SSO Menu.
[image: Screenshot of the SSO menu with the cursor highlighting the iPayment - Admin Center option.]
Step 2:
· From the iPayments landing page, select the Search option from the left navigation menu
[image: Screenshot of the iPayment - Admin Center landing page with the cursor highlighting the Search option.]
Step 3:
· Select File ID and type in your Core File Number 2026…..
[image: Screenshot of the Search page with the cursor highlighting the File ID field.]
Step 4:
· Select the Search button.
[image: Screenshot of the search page with the cursor highlighting the Search button.]
Step 5:
· Select the Reference Number to open the file.
[image: Screenshot of the file with the cursor highlighting the reference number.]
Step 6:
· Locate the IDT reference number to research the IDT in FAMIS, or you can use the File ID number for your reference number.
[image: Screenshot of the file with the cursor highlighting the IDT reference number.]
[image: Screenshot of the file with the cursor highlighting the file number.]
Step 7:
· Launch FAMIS Replatform and navigate to Screen 882 and make sure you are on the correct Active Campus.
[image: Screenshot of Screen 882 in FAMISReplatform.]
Step 8:
· Navigate to Screen 47 and type in the account that was used for the ID and your Reference Number. Change your Search on Ref or Display Ref to a 2 or 4 in case you do not see the IDT. 
[image: Screenshot of screen 47 showing the IDT information.]
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