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eZ-Audit Overview

What is eZ-Audit?

eZ-Audit is a web based paperless single point of submission for financial statements and compliance
audits. A designee from your Entity simply signs on to eZ-Audit, enters summary audit and financial
data directly from your report into a web form, attaches an electronic version of the report, and hits
the submit button. Your submission through eZ-Audit will allow for more rapid and efficient processing
by the Department of Education (ED) and therefore provide you with immediate feedback.

How does eZ-Audit work?

1. Your Entity submits its compliance audit data and summary financial data, as
applicable, via web form (follow this manual for complete instructions).

2. Your Entity also attaches an electronic copy of your audit report in a non-editable pdf
format (using Adobe Acrobat).

3. The ezZ-Audit system automatically forwards flagged financials and deficient audits to
FSA for resolution.

4. FSA communicates with you to reach resolution.

5. As desired, you can periodically check eZ-Audit for the status of your report.

How does eZ-Audit Benefit You?

¢ You will receive instant acknowledgement of receipt — no more lost reports!

You will no longer need to make any copies or send reports in the mail to ED.

Processing times will be greatly reduced, thus allowing for quicker remediation of findings.

Web forms will contain pre-populated fields.

There are no new reporting requirements — data entry will be limited to the same data already

contained in the reports.

The time spent submitting these forms should be less than 1 hour.

Status of your submissions will be accessible to you online at any time.

e eZ-Audit Help Desk Assistance is available at fsaezaudit@ed.gov or by calling 1-877-263-0780, Monday —
Friday, 9 a.m. — 5 p.m. ET.

Who at my Entity will use eZ-Audit?
e eZ-Audit Institution/Entity Administrator, selected by your Entity, is responsible for:
0 Registering your Entity with eZ-Audit
o Providing/managing access to data entry and submission approval personnel,
as identified by your Entity
0 Maintaining security information regarding Entity’s users as required
e eZ-Audit Data Entry Users, selected by your Entity, are responsible for:
0 Entering data into the eZ-Audit system
0 Attaching non-editable, pdf files of financial statements and compliance audits
e eZ-Audit Submission Approvers, selected by your Entity, are responsible for:
0 Reviewing the submission prior to “submit”
0 Approving the submission via the “submit” action

What role should my auditor play in eZ-Audit?You may choose to ask your auditor to serve in all roles listed above.
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If your auditor is not selected as a Data Entry/Submitter; you may request that your auditor
electronically send you your financial statements and compliance audits in the non-editable pdf
format using Adobe Acrobat.

Please note that the pdf files containing your financial statements and compliance audits will be
included as attachments to your eZ-Audit submission — all signature pages in the financial
statements and compliance audits, as well as the Entity’s corrective action plan (CAP), must be
scanned.

eZ-Audit Technical Requirements
eZ-Audit is a web-based application. This means you will not need to load a new application on
your computer. You will simply need to ensure that you have an Internet browser — Internet
Explorer 11.0 or higher. Is the firewall information accurate/applicable?

NOTE If you receive an error that does not allow you to access eZ-Audit when

you type in the URL from your internet browser, please contact your
network administrator and request that he/she do one of the following:

e Open your firewall to allow all 165.224.xxx.xxx addresses through, which

would allow your Entity access to all ed.gov sites
e Conduct a lookup on ezaudit.ed.gov which will allow your Entity access to eZ-Audit
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eZ-Audit Rules of Behavior
eZ-Audit is a Department of Education system. Department of Education computer systems are
provided for the processing of Official U.S. Government information only. All data contained on
Department of Education computer systems is owned by the Department of Education and may
be monitored, intercepted, recorded, read, copied or captured in any manner and disclosed in any
manner, by authorized personnel. THERE IS NO RIGHT OF PRIVACY IN THIS SYSTEM.
System personnel may give to law enforcement officials any potential evidence of crime found on
Department of Education computer systems. Unauthorized use of this system is a violation of
Federal law and can be punished with fines or imprisonment (P.L. 99-474). “Use of this system by
any user,
authorized or unauthorized, constitutes consent to this monitoring, interception, recording,
reading, copying, and disclosure.”

You may decide to send FSA information, including personally identifying information. The
information you supply

— whether through a secure Web form, a standard Web form, or by sending an electronic mail
message — is maintained by FSA for the purpose of processing your request or inquiry. Various
employees of FSA may see the information you submit in the course of their official duties. The
information may also be shared by FSA with third parties to advance the purpose for which you
provide the information, including other federal or state government agencies. For example, if you
file a complaint, it may be sent to a financial Entity for action, or information may be supplied to
the Department of Justice in the event it appears that federal criminal statutes have been violated
by an entity you are reporting to FSA.

The primary use of personally identifying information will be to enable the government to contact
you in the event we have questions regarding the information you have reported. If you are
concerned about how information about you may have been used in connection with the eZ-Audit
web site, or you have questions about FSA’s privacy policy and information practices, you should
e-mail us at webmaster@fsa.ed.gov. Electronic mail is not necessarily secure. You are advised to
be cautious when sending electronic mail containing sensitive, confidential information. As an
alternative, we advise users to give consideration to using postal mail.
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FSA

FEDERAL
STUDENT AID

Welcome to el-Audit

WARNING:

‘fou are accessing a LS. Federzl Government computer systemn intended o be
solely accessed by individual users expressly authorized to access the system by
the U.S. Department of Education. Usage may be monitarad, recorded, andfar
subject to audit. For security purposes and in order to ensure that the system
ramnains available to all expressly autharized users, the U.S. Departmant of
Education monitors the systam to identify unauthorized users. Anyone using this
=ystem expressly consents to such menitoring and recording. Unauthorized use
of this information system is prohibited and subject to criminal and civil
penzlties. Excapt as axpressly authorizad by the U.S, Departmant of Education,
unauthorized attempts to access, obtain, upload, modify, changs, andfor delets
information on this system are strictly prohibited and arz subject to crimina
prosecution under 18 ILE.C § 1030, and other applicable statutas, which may
result in fines and imprisonmant. For purposas of this systam, unauthorized
access includas, but is not limited to:

Any access by an employee or agent of a commercial entity, or other third party,
wha is not the individual user, for purposes of commercial advantage or private
financizl gain (regardless of whether the commercial antity or third party is
providing a service to an authorized user of the system); and

Any zccess in furtherance of any criminzl or tortious act in viclation of the
Constitution or laws of the United States or any State.

If system monitoring reveals information indicating possible criminal ackivity,
such evidence may be provided o law enforcement personnzl,

| Accept B Continue §@=

Department of Educ 1
Rules of Bahavior A/U

The following Rules of Behavior will be displayed when you click on the link
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&2
For Official, Approved Use only - The eZ-Audit system is funded by the Government to support various
programmatic efforts needed to accomplish the FSA mission. As such, these resources are to be used only for
official Government business. Users should remember that when they use the gZ-Audit system, they are acting in
their employment capacity on behalf of ED. Unless approved in writing by management, any activity outside that
employment capacity, or which could bring harm or embarrassment to EDYFSA must be avoided,

Privacy Expectations - All users are cautioned that, in general computers, networks, and information systems
are not "private.' Users should have no expectation of privacy when using computing resources. E-mail sent via the
e -audit system may bear site-specific identifiers in the address (named@ed.gov). As such, regardless of
disclaimers, users employing ED/FSA e-mail are representing the site and ED/FSA and must act accordingly.

Monitoring of Computing Resources - Activities on ED/FSA systems and networks are subject to monitoring,
recording, and periodic audits to ensure that the resources are functioning properly and to protect against
unauthorized use. The System Administrator may access any user’'s computer system or data communications and
disclose information obtained through such auditing to appropriate third parties, e.g., law enforcement personnel.
Use of ED/FSA computing resources implies consent by the user to such monitoring, recording, and auditing.

Violations - It is critical that all users adhere to ED/FSA computer policies and accepted user principles regarding
appropriate use. Violations of these principles or policies may lead to disciplinary action, possibly including
termination of funding and/or employment. Designated administrators or other authorized personnel will evaluate
and determine the degree of violation and appropriate disciplinary action.

Manager/Administrator Responsibilities - Management personnel will lead in applying these user principles.
Managers are responsible for implementing these accepted user principles in their organization and will be
accountable for ensuring that users are aware of and acknowledge their responsibilities.

Accepted User Principles - Users' access to computing resources indicates a level of trust bestowed upon them
by their management and ultimately by ED. Users are responsible for their actions and must be aware of and
acknowledge their responsibilities.

At a minimum, all users are responsible for these principles:|

Ensuring that the eZ-Audit system is used only for official Government business.

Knowing who their site computer security personnel are and how they can be contacted.

Ensuring that the eZ-Audit system is used in compliance with Title I'V program participation agreements and
other applicable regulatory requirements to ensure program integrity.

Protecting the information users are processing from access by, or disclosure to, unauthorized personnel.

Immediately reporting all security incidents and potential threats and vulnerabilities involving computing
" resources to designated computer security personnel.

Protecting authenticators, such as passwords,
Reporting any compromise or suspected compromise of a password to designated computer security personnel.
Accessing only systems, networks, data, control information, and software for which they are authorized.

Ensuring that system media and system outputs are marked according to their sensitivity and are properly
" controlled and stored.

Knowing required storage sanitizing procedures (e.g., overwriting disks that contain sensitive data prior to
reuse).

Avoiding the introduction of malicious code into any computing resource.
Preventing physical damage to the system.
Motifying management before relocating computing resources.

Ensuring that the work area is secured at all times and not duplicated.

Following procedures for signing out sensitive application documentation when removing these documents from
the library and ensuring that sensitive information is not remowved from the work area.

Mot removing eqguipment or storage media from the work area without prior written authorization from the
designated systems administrators, security officer or other authorized personnel.
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Welcome to the eZ-Audit
website, If you @re registered
to use this site, pleaze enter
your username and password
ta login. If you are not 2
registerad user plesse refer o
the reglstlal:lon

instru . If you have
forgott y:JLr p= rd,
please click the forgat
password link. If you have
forgotten your username
please contact your Institution
Administrator or the eZ-Audit
Help Desk for support at
[(877)263-0780.

userneme - | |

pessword - ] ]

=LOoi_,

Forgot Password?

eZ-Audit Update: Common
Submission Errors

Frequently Asked
Questions

aZ-Audit Step-by-Step
Guides

Steps to Creating an eZ-
Audit Submission

Creating_a PDFE

Email eZ-Audit Help Desk at
fsaezaudit@ed.gov

Maintenance - The eZ-Audic
= may not be swvailzble
::ILrlrg the heurs from Sam-
1lam EST every Sunday for
routine maintenance.

*Disclaimer® - This site uses
ion cockies. If your
browser does not allow
cookies, or you do not have
cookies enabled, you will not
be able to access this site,
The cookie will not be stored
on your machine after you
close your browser.

Information Collected from You:
¥ou may decide to send FSA information, including personally identifying information. The information you
supply - whether throwgh a secure Web form, a standard Web form, or by serdln; =n electronic mail
message - is maintained by FSA for the purpose of proce g your request or inguiry. FSA& uses the
infarmation you supply in ether ways to further FSA's mission of maintaining stabi and public confidence
in the nation's banking system. Various employees of FSA may see the information you submit in the course
of their official duties, The information may also be shared by FSA with third parties to advance the purpose
for which you provide the information, including other federal or state gowvernment agencies. For example, if
you file a complaint, it may be sent to a finandial institution for actien, or information may be supplied 1o the
Department of Justice in the event it appears that federal criminal statutes have been viclated by an entity
you are reparting to FSA. The primary use of personally identifying information will be to enable the
gowernment te contack you in the svent we have guestions regarding the information you have reported, If
you are concernad about hew information about you may have been used in connection with this web site,
or you hawve questions about the FSA's privacy policy and infarmation practices you should e-mail us at
¥ ebrrastnr@f = c—d gov. E i il is not necessarily secure, You are advised to be cautious when
we, confidential infarmation. Az an alternative, we advise users to

give consideration to using posta

Pape den Statement:

According to the Paperwork Reduction Acr of 1995, no p are requirad to respend to a collection of
information unless such collection displays 2 valid OMB control nk The \.alld OME contrel number for
this information collection is 1845-0072. Public reporting burden for this &
estimated to average 25 minutes per response, including time for reviewing instru;
data sources, gathering and maintaining the data needed, and completing and reviewing the
infarmation. The abligation to rezpond to this :Gllecn::-r is required to obtain or retain a benefit (34
652.23; £68.26(b), 34 CFR 500.20(2}or(k); 500.20(g}). If you have comments or concerns regarding
the status of your individual submission of this ﬂ:nrrn, please contact U.S. Deparment of Education,
Federal Student Aid, 230 First Street N.E. Washington, nC. 20002/Ti Baker

OMB Clearance Number 1845-0072
Expiration Date 07/31/2022
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1. Rules of Behavior to view the detail rules
2. Accept & Continue
3. webmaster@fsa.ed.gov

NOTE All eZ-Audit users are required to carefully read the eZ-Audit
Rules of Behavior document that can be accessed via the web at

https://ezaudit.ed.gov.

Questions/Concerns

o] eZ-Audit will continue to post updates and critical information to the
eZ-Audit website and IFAP at_https://ifap.ed.gov.

(0] Contact the eZ-Audit help desk at fsaezaudit@ed.gov or by calling 1-877-263-0780.
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eZ-Audit Registration

All Entity’s must submit a registration request letter to the FSA to gain access to eZ-Audit. Please see
the Registration Instructions on the eZ-Audit Welcome Page for details.

How will | receive my registration confirmation and eZ-Audit Entity Administrator user ID and password? Your
registration confirmation, user ID and temporary password will be sent to the email address provided in the
registration request submitted to FSA.

You will receive two registration confirmation emails. The first email from will include your user name and
instructions for accessing the eZ-Audit website. For security purposes, your temporary password will be
delivered in a second email.

Once | have sent in my Registration Request letter and have received my registration confirmation emails,
when and how do | begin using eZ-Audit?

To access eZ-Audit simply type in the URL, www.ezaudit.ed.gov in your browser, and when the eZ- Audit
login screen appears, enter the user name and temporary password you received.

Please be sure to log on to the eZ-Audit system immediately, in order to change your temporary password
and ensure your access to the site is secure.

What if | need to change my Institution/Entity Administrator?

To change your Institution/Entity Administrator a new registration letter, following registration instructions, must be
submitted. The new Institution/Entity Administrator will receive a username and password once processed, usually
within 72 hours of receipt.

10
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Administrative Tasks/Security

Login
After typing in the URL https://ezaudit.ed.gov in your Internet browser, the “Welcome to
eZ-Audit” screen below should appear:

E I E B A &
TRIESE RN T ALY

e me Lo ef -Audirt

Wislcore o The =I-4&udil
mebaibs. P anE rEgEEtEres by
wrm Thes 5ile. Flesse o Te vour
uSErmams and pasaeee T begen
If yow: mrw ool @ regestered cows
plea=ss refer Lo Ehe

immbrockicm If wou Fuanee
forgeiler yowr EasFvord. pleass
slichie e P=oegst passwesnd Eebc IT
Eu eve forgsites your
usermarme Sesse et e
Institwlion &gdmirsptraber o e
eT-Ludkl FHelp Desic Per swuspart
=t (BT TI2EE-0T50

= Aadik Updiabe: Cormmoen --""'\.

- it ~Step Guides

Staps Bo Craatireg_aon &2 - fodsl

Erenting & BLE

Er—pd wl-Ln3E Hefs Dewi ot

Isacra i ibE-ed, ooy

Maimtensnoes - The =Z-&umt
sitm rmmy ot Sem aesidlab
e hoswrs from Samr-1ilaen E5T
EvEry Swoadey P seaties
mairiersson

= Diwcigimrer= - Trop 55y wews
smmniee oo I pesur Broseer
Soue nel alleow cockies,. or yow S
rof Fas Domicas mesbled, wou
will me=if Be abls b= sccsss Chis
sibe. The cookie will ol S
sfored =n yoour machicre aflfer o
slese your Grownser,

Trfermaticn Collecbasd Frorm Wioeua
e pend FRA mfogrmeticr. irgluding persenally igegifpeng irformation. The anformetier yow
spply - whelfer Tuessgh & seevere Web Foeemn, s stasdsed Web Farens, = by semdeng sn ekssfressse mmail
marraEe - ¥ meicte—ed by FEA for Dhe gunes =7 PreseErrg yEes reguert grinrgudiey . FEA ales wees the
infosmalosan you Sopphy in SlFfer soages Be Furtf FSA's reasen of moelsirmirsy sy and polb P
in Ehe matice"s Banking syste. Vericwes spl nTormaticon you Sukem e coarsw
of I oMicisl ulies. The= information may also B= st umned By PS5 Trerd parties (o sdvano= Bhe purgas
f=r mhich you provides: e anlesrma e ral = sftabe gevermrnent sgensies. Fer exarmple, il
you File a compleel. if may Be sent o s fieesncal imslfiutlion for sstion, or information may Be supplied Is
the Deparirrsenl sties in e event il sppesss thal Ffederal esminal stalulfes have Deen viedalsd By o
Ty you arw mepertieg Lo FRA. The prmecy wee of persoeuiiy a2 Pring mformmatas will e To eralie The
ernrmenl o conbael yuu in e event wee Fere questiers fepacrding e infeermalien you have nepeerfedl, 3
formelon about you may Reve B ceed & connecticr wikhh s vwslD =fTe.
FEA's privacy podicy ard e=Terrmalics prachoss pou SHould =-rmaed us =T
—=% mmsmzzacily sEsoem T @rs sdessd I De coubous e es
v oonfidertial formation. & an altermalive, we sdviee users Ta

< emmil

Sive oonsaderation o caEng postal maill

FPapereork Bordes Skatement:
Gmm=mZimg tz the Papmreosce Redusti ast = FE, == pmrzsr= are coguiced i= smmgsed Booa
informmaloon orless muc® oollechioe Seoleps s 1 S ME corirs] mommEsr. TRe wsla OME oorbrsd mommber
this irTormati exlleeth=m is 1545-D07F2. Publie reperiesg Buerden Poe Chis esllecliee of infeermaliee i
ZE minules per resscrse,. imcludieng Timee for revieweng irsbructicns. searchinmg exsTema
dals = e, galfering send mainfseseeg e dals rresoded, and osenplielhng o] reviewsrry The =
infzsrmatlicen, TRe chigetiz— To resgend 0 Fhie celilection i reguired T sbiain or reteic o Ee-e®
&858 20 &5 2E(D). 32 CFR &00.2
el stabtus SF yowr irdividual subBreiasisn of th Srrn Pl Sonbact .S, Departmeet o Edcsaless,
Faderal Stedent &6, B30 Post Street NOE. Washinglos, D8 20002/T Baker

OB Clearance Mumber 25450073
Expeirabion Dake 0731230237

e r
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1. Enter the username provided to you by email during the registration process.
2. Enter in your password or your temporary password if this is your first time using

this site.
3. Single click the LOGIN button-this will take you to your entity’s homepage.
NOTE Your user name will be the first letter of your first name, the first five letters
of your last name and 2 numeric characters. Your username and password

are case sensitive. If you are locked out after 3 unsuccessful attempts at
login you must wait 30 minutes then try again.

**If you have an existing user logging in for the first time, you will be presented
with the challenge questions and answers page where you will select the
guestions and answer them accordingly.

12
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New User Login

If you are a new eZ-Audit user and have successfully logged into eZ-Audit for the first time,
you will be presented with the following screen after the Password Reset Functionality has
been implemented:

ATDIE

In order to use our automated password reset; yvou are reguired to select
two (23 challenge guestions and provide the answers to each, Please note
that the answers are case sensitive and will not be visible as vou type
therm.

When you have finished your selections, click the Submit button to go to

yvour Home Page, If vou wish to view or modify your Challenge
Questions/Answers please go to the My Profile pages.

:—Sele_ct— vl 0
%—Selel:t— V| | 0

There are two sets of challenge questions to choose and answer accordingly. Please confirm these
challenge questions.

1. Select a challenge question from the first drop down list. You will have
the following selection: Challenge Question List 1:
° What month is your mother born?
What is your father's middle name?
In what city was your mother born?
Which hospital were you born in?
Who is your favorite author?

2. Type your answer to the question you have selected.

3. Select a challenge question from the first drop down list. You will have
the following selection: Challenge Question List 2:
° What is your favorite color?
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What is your favorite flower?
What is your child’s middle name?
Who is your favorite athlete?
What is your favorite movie?

4. Type your answer to the question you have selected.

5. Click on the SUBMIT button. This will take you to the Update My Profile page where
you will type in your new password.

NOTE All answers are case sensitive. You will not be able to view the
answers as you type them in.

14
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Update My Profile Page

After you successfully login by clicking on the Submit button from the Challenge Questions page
the following screen will appear on the screen. Enter your new password:

ESA

FEDEURAL

STUDENT AID

Update My Profile

ENUSER PORMATIO
Please take a few moments to review the information we currently
have on file and update any incorrect or outdated information.

If you wish to change a user's email address, please key in the same email
address in the Ermail Adress and Re-Type Email Address fields, If no change is
made to the email address, the email address password will not change,

First Name: |p |

Last Name: !fix

|
Email Address: EProd@fix.com |
|

Re-Type Email aAddress: |

Office Phone: [1234567380 |t | |

Fau: |7|

B TN CE PRCCwON .

You will need to change your password from the temporary
password that was assigned to you. The password must be dissimilar
from the temporary password.

The password must be 8 - 15 characters in length and must include at least 3

of the following types of characters: uppercase letters(A-2), lowercase letters
{a-z), numeral values{0-9) and special characters{<,=,7,%, etc.).

New Password: |
Re-type New Password: |

1. Type in your new password.
2. Re-type in your new password.
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3. Click the SAVE button to ensure all changes are successfully captured by the system. Please
note by selecting the save button you are also accepting the Rules of Behavior.
4. Click the RESET button to cancel entries and begin again.

Forgot Password

If you forget your password, click on the “Forgot Password?” link from the login page.

FSA

FEDERAL
STUDENT AID

Welcome to eZ-Audit

E7TUSER COGINT

username » |

Welcome to the eZ-aAudit |
website, If you are reqgistered to

use this site, please enter vour S ——
username and password to login. | = password =
If you are not a registered user

please refer to the registration e LOGIN.
instructions . If you have |

forgotten your password, please ‘-‘_"“"“""""' r .
click the forgot password link. If | : Forgot Password?
you hawve forgotten your .

username please contact your F a
Institution Administrator or the '
eZ-Aaudit Help Desk for support at ;

(8771263-0730. S

eZ-audit Update: Common
Submission Errors b

Frequently Asked Questions

Steps to Creating an eZ-Audijt
Submission

Creating a PDF

Email eZ-Audit Help Desk at
fsaezaudit@ed.gow

Maintenance - The eZ-Audit site
may not be available during the

hours from Sam-11am EST every
Sunday for routine maintenance.

By clicking on “Forgot Password?” link, the Password Reset page should appear requesting
your user information:
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‘?‘S
FEDERAL

STUDENT AID
PASSWORD RESET. .

B U R TN CRNATION

@-—} D Check here if you are an institution user
l
|

Username: |

OPEID: | | C

=, Departrnent of Education

Click on the check box to indicate that you are an Entity user.

Enter your username.

Enter the TPSID of your Entity.

Click the SUBMIT button. This will take to the Password Reset page with the challenge
guestions.

Click the RESET button to cancel current entries and begin again.

PP

o
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Challenge Questions

After eZ-Audit validates your username, the questions you initially chose will appear:

‘:S
FEDERAL

STUDENT AID
PASSWORD RESET

_(' v NFORMETIO
Please answer the following questions to successfully reset your
password.

What month was vyour mother | |

born in?:

What is your favorite color?: | |
@ @SUBMIL.) wuRESE

U, 5, Departrnent of Education

Please type your answer to the first question.

Please type your answer to the second question.

Click the SUBMIT button. This will take you to a page that informs you a temporary
password has been sent to your email.

4. Click the RESET button to cancel current entries and begin again.

NOTE The answers are case sensitive.

whpE
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Logout

If you clicked on the LOGIN button, this will bring you to your Entity’'s homepage. The
screen below should appear with your Entity’s name: For login information click Login.

FEDERAL 7 @ MULIOME L L MANAGE USERS,,
STUDENT AID

Home Page

ik # Entity Mame: University of XYZ
* TPSID: TT1111111

" & FYE 04, Annyal
OVIES i
T SR —
i) b ——
* Change Fizcal Year End Date * Your Fiscal Year End 04/30/2020 Annual
" Cr ption Request Submission is due on 1/31/2021.
Submission * Your FYE 02/28/2019 Annual Submission
; submutted on 04/10/2020 16:44:48 has been
; ! Ut Aug 155 reviewed and is complete.
 Cr A RS an Compliance Audit: The compliance audit contams
findings. Click here to view the Final Audit
L it Additi | jnf | Determination Letter,
* Your Change in FY End Submission submitted on
YIEW HISTOR G AL SURMI 55 1O, 04/08/2020 09:34:16 has been approved.
* Your Change in FY End Submission submitted on
04,04/ 2020 065:49:09 has been approved.
ADMINISTRATION

* Update My User Profile
* View Institution Profile

OTHER LINKS

* Dept, of Education
® Schools Portal

1.To logout of the eZ-Audit system, click on the LOGOUT button at the top of this page. The
screen shown on the next page should appear if you have successfully logged out of the
system.
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= —
FS 2 D
FEDE —

: ERAL £
STUDENT AID

eZ-Audit Logout

Thank you for using eZ-Audit, you have been Iuggedfut.

Click here to log back irrﬂ—O

1. To log back into the eZ-Audit system click on the underlined link above and repeat the
LOGIN step.

NOTE | Your eZ-Audit session will automatically expire after 30
minutes of inactivity. If you have not saved your work when

the session expires data will be lost.
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My Profile
To update your profile (i.e. username, email address, phone number, password, etc.),
repeat the LOGIN step. This will take you to your Entity’s eZ-Audit homepage. The screen
below should appear with your Entity’s name:

1. Click on the underlined text “Update My User profile” located on the lower left-
hand side of the screen. This will take you to the Update My Profile page shown
on the next page.

NOTE This page is used to update your user profile information such
as name, email address, phone, password, etc.

F S:A % XUDIT
TR T = o AURTAONE | L LIEARCH | OAMSTATATION AOKL | 7 BEPORTS | | LOSOVT
STUDEMNT AID

R T P RN T TS (TR TS ST . w Entity Name:

= TPSI:

= Your Fiscal Year End 05/31/201%9 Annual
*Changs Figcp! Vear End Dace Submission 5 overdue.
= Create Exemption Request = Your Fiscal Year End 05/31/2020 Annual
Submigsion Submission is due on 11/20/2020.
* Your Stub A Submission sub
* Craata Cl 0s/ p
. ra Sr o
.

MISSoN Submitted on
7:12 has been received. Review

= Your Change in FY End Submiss submitted on

ADMINISTRATION 04/27/2020 06:52: 16 has been approved

* Ugdase My Uger Profilgwy. @
* Vigw Ingtitytion Profile

OTHER LINKS

* Schosly Porsy!
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L ——

FEDERAL
STUDENT AID

Update My Profile

FZIUCER TN ORMATION ;
Please take a few moments to review the information we currently
have on file and update any incorrect or outdated information.

If you wish to change a user's email address, please key in the same email
address in the Emall Adress and Re-Type Email Address fields, If no change is
made to the email address, the email address password will not chanage,

First Name: IInstitutiDn

Last Mame: lUSEr'I

Email Address: |user‘| @nonpro.edu

Re-Type Email Address: I

Office Phone: [202-123-4567 Ext. |

Fax: I—

_r AR iy 'I'T..-.

If you wish to change your password, please key in your old and new password in
the spaces provided below. If no information is entered, your password will not
change.

Password must be 12 to 40 characters in length and must contain each of the following
types of characters;

— English uppercase |letters (A-7].

- English lowercasze letters (z-z).

— Westernized Arabic numerals (0-3).

— Mon-alphanumernc special characters such as @ ,#,%,%, and ..

Password cannot contain a space(s).

The password must be different from your previcus twenty-four passwords.
Important: Do not use your user ID, name, or this system name.

0ld Password: |

MNew Password: | |

Re-type New Password: | |
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Take a moment to review the information on this screen for
NOTE accuracy. If changes need to be made, update the information as
necessary and enter any missing information. Remember to

SAVE your changes.
Change Challenge Questions

To change your challenge questions, repeat the My Profile step, taking you to the Update
My Profile page. The screen shown below appears at the bottom of that page:

B TCHATTENGE QUES TTON S

Choose from the following drop down menu.

lWhatmDnth was your mother borm in? Vi ' o
|Whatis your favarite color? *:| | o

SAVE. ) RESET.u)

Select a question from the first dropdown list.

Select a question from the second drop down list.

Enter your answer to the first question you have selected.

Enter your answer to the second question you have selected.

Click the SAVE button to ensure all changes are successfully captured by the system.
Click the RESET button to cancel current entries and begin again.

NOTE All answers are case sensitive. You will not be able to view the answers as

oukwnhE

you type them in.
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Change Password
To change your password, repeat the My Profile step. This will take you to the Update My Profile
page. The Screen shown below should appear at the midsection of that page:

_l"@ HAMN i ¥ WORD -

If you wish to change your password, please key in your old and new password in
the spaces provided below. If no information is entered, your password will not
change.

Password must be 12 to 40 characters in length and must contain each of the following
types of characters:

— English uppercase letters (A-Z).

— English lowercase letters (a-z).

— Westernized Arabic numerals (0-9).

— Non-alphanumeric special characters such as |, @,%,5,%,7,.* and

Password cannot contain a space(s).

The password must be different from your previous twenty-four passwords. ‘,

Important: Do not use your user ID, name, or this system name.

0ld Password:

New Password: ‘/o
Re-type New Password: &o

ﬁwmmm__
Choose from the following drop down menu.

In which menth was your mother born? v |

What is your favorite color? v

Type your old or temporary password.

Type your new password.

Retype your new password.

Click the SAVE button to ensure all changes are successfully captured by the system.
Click the RESET button to cancel current entries and begin again.

agrwnE
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The password must be 12-40 characters in length and must contain
NOTE it .
each of the following: Uppercase, lowercase letters, numeric values

and special Characters (such as! @, #, $, &, *, *) values. Clicking the
SAVE button ensures all information has been saved by the system.
Please note that the system will automatically prompt you to
change your password every 90 days. Follow the same process
described above to make this change. If you require additional help,
contact the eZ-Audit Help desk at 1-877-263-0780.
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Navigation
To move from field to field in the eZ-Audit system, simply press the Tab button on your
computer. This takes you from one field to the next.

1. To go back to a previous screen or action, simply click on the back or forward button twice.
2. To move across forms or sections in the system, click the underlined text of interest.

€ C

@ testezaudit.ed.gov/EZWebApp/institutionHome.do

Home Page

= Entity Mame: University of X¥Z
*OPEID: Tre111111

A AR —
* Your Fiscal Year End 04/30/2020 Annual
Submission is due on 1/31/2021,
* Your FYE 02/28/2019 Annual Submission
submitted on 04/10/2020 15:44:48 has been

. I Audit Submission reviewed and 15 complata,
. Cr Audi ERE Compliance Audit: The comphance audit contains
Flnjlngs.. sh;& I‘!:E Lo view Ih: Fing' & mli
. mit &dditional Information DPetermination Letter,
= ¥our Change in FY End Submission submitted on
YIEW HISTORLAL SBMISHICHS,, 04/06/2020 09:34:16 has been approved

* Your Change in FY End Submission submitted on
04/04/ 2020 06:49:09 has been approved.

ADMINISTRATION

* Undate My User Profile

L] n; 1 I
OTHER LINKS

* Dept. of Education
= Schools Portal
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Data Edits
Edit checks will be automatically performed on each page when you click on any of the
transaction buttons such as the “SAVE or SAVE and PROCEED” buttons. If any invalid
data entries are detected, the page will redisplay with error message(s) at the top indicating
the field that needs to be corrected and the correction to be made. To continue, make the
changes indicated by the message(s) displayed and click the “SAVE or SAVE and
PROCEED” buttons. This will allow for the submission process to continue. The system will
not allow you to submit to the Department of Education without correcting the errors. See
sample screens below:

%Sﬂ
FEDERAL
STUDENT ALD

5 \UDIT

e, | PS5 ATINUAL SUDMISS10
0 compliance Audit w Entity Mame: University of XYZ
B Completeness Checklist g

|
B upload L Erroris)

. « Field: 2. Review Auditor Information - Is this information cormrect? 15 required

s b and cannot be left blank

o Field: 3. Does this compliance audiv contain any findings related to the FSA
Tutle IV programs? is required and cannot be left blank

e Field: 4. Opmmon Type 1s required and cannot be lefi blank

27
AUGUST 2020



PROUD SPONSOR of
the AMERICAN MIND™

Federal Student Aid

Axm DFFICE of the US. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for Third Party Servicer (TPS)

F§ A &\ UDIT

FEDERAL @
STUDENT AID

G| TPS Annual Submission cHeckus
0 Compliance Audit % Entity Hame: University of XYZ
2] « TPS ID: v
Completeness Checklist Erron(s):
B Ucload Attachments Field: President CEO Contact Name 15 required and cannot be Jeft blank

g Submit Field: President CEO Contact Emal 1s required and cannot be left blank
Field: President CEO Contact Phone 15 required and cannot be left blank
Field: Firm and CPA Firm Name is required and cannot be left blank
Field: Firm and CPA Auditor Name 15 required and cannot be left blank
Field: Firm and CPA Contact Emaul 1s required and cannot be left blank

Field: Firm and CPA Contact Phone is required and cannot be left blank.

" & = = =& = =

FEDERAL
STUDENT ALD

R TPS Annual Submission SUBMIT

1] = Entity Name: University of XYZ

B Completeness Checllist « TPS 1D: 77111111

B Ermor(s}:

a !Iﬂﬂﬂ_.ﬁm * You have not corrected emrors on the Compliance Audit Information, Checkhst, Upload Attachments page(s).

Please go back and correct all errors prior to subnutting to the Department of Education

SUMILIOED,
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Manage Users

Types of Users and Responsibilities
1. The ez-Audit Entity Administrator, selected by your Entity, is responsible for:
0 Registering your Entity with eZ-Audit
o Providing/managing access to data entry and submission approval
personnel, as identified by your Entity
0 Maintaining security information regarding Entity’s users as required
2. The ezZ-Audit Data Entry Users, selected by your Entity at registration are
responsible for:
o Entering data into the eZ-Audit system
0 Attaching non-editable, pdf files of audited financial statements and compliance
audits
3. The ez-Audit Submission Approvers, selected by your Entity, are responsible for:
0 Reviewing the submission prior to “submit”
0 Approving the submission via the “submit” action

29
AUGUST 2020



PROUD SPONSOR of
the AMERICAN MIND™

Federal Student Aid

Axm DFFICE of the US. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for Third Party Servicer (TPS)

Entity Administrator Homepage

To log into the eZ-Audit system as your Entity’'s administrator, repeat the LOGIN step.
The screen below should appear once your administrator's username and password has
been entered and verified by the system. This screen below is different between persons
having administrator or user’s rights:

_ ‘-SA
S5 52 k K A L
STUDENT AILY

» University of XYZ * TPSID: TT111111 ‘\@

J&L H i
e i a5 b1 A
Swboniggon
U W i R ——
e * Yowr Fiscal Year End 05/3L/2019 Annual
Change F Year Cn e Submission i3 overdue.
* Craate Exemption Recuest * Your Fiscal Year End 03 Arr
Submriss-on Submigsion is dus on 11 0 .
* Your Stub Audt Submission su nitted on
= ks Audi aar 5 -l 03/12/2020 13:45:44 has been recerved. Review
- . S A e P -~ of your submitsion has Aot yel started.
* Your Stub Audt Subminsion submitted cn
- =
Subonis Agdtiongl Information 05/13/2020 09:56:46 has been recesved. Review
I STORIC AL SBMSHNS ) SF Mo Sutiaa oL e
 Your Stub Avdie Submession subemetbed on

7:12 has bean received. Raviesw
’-:" your submisson has ot yeb started.
* Wour Change in FY End Submission submitted on
ADMINISTRATION 048/27/2020 06:32:16 has been approved.
" Undate My Liger Profile
" Mises [ngtitution Brofily

OTHER LINKS

* Degt. of Education
* Schools Portal

1. The MANAGE USERS button should be displayed if you are the Institution/Entity
Administrator. Click on it to perform any of the managed users’ tasks such as adding
or deleting a user. The screen on the next page should appear.

2. This should read the name of your entity TPSID number. Confirm that this is correct.
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Creating/Deleting Data Entry/Submitter Users

If you clicked on the “Manage Users” button, the screen below should appear:

FSA

FEDERAL
STUDENT AID

Manage User
¥ Entity Name TPSI:
smith01. Jon [smith01
»ARDLUSER,)

1. Click on the DELETE USER button to delete a user from the system.
2. Click on the “ADD USER” button to add a user to the system.
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F§A 2 % AUDIT

FEDERAL
STUDENT AID

Add Usei

I TUSERTINFOR 0

Fields danotad by an asterick (=) are required,

First Mame: - |

Last Name: - |

DPEID: 75000100

Email Address: - .[

Re-Type Email Address: - |

Office Phone: - ! Ext.
Fax: !
Neote: OPEID required for Enstitutional Users. Case Team required for Audit Specialist,
e . = lz —
Caze Approval, Caz= Assignement, Cas= Team Administrater, and financial Analyst

Data Entry
| Submitter

3. Complete all required fields providing the name and contact information for the “New User”.
4. Do not forget to specify the New User’s role(s) (see “Manage Users” for role definition).
5. Remember to click on the “ADD USER” button to save all entries. NOTE: If you are

adding “submitter” or “data entry” as a user role and the user is currently logged in,

they must logout and login  again for the roles to take effect.

One person can have all three-user roles. When the
NOTE Institution/Entity Administrator adds a new user, the user will
receive an email with their username and an email with a
temporary password.
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Entity Profile Page/Status

Entity Profile

Entity’s should confirm that the information is correct.

FEDERAL
STUDENT AID

Nnome rFas
i i 4 YN s Entity Name: University of X¥Z €—_
TESID : TTi11111

* Create FYE 05/31/2020 Annual
Submission

1. To view the Entity Profile, click on the Entity Name:
The Entity Profile can be viewed from Home page and any

NOTE submission page when clicked on Entity Name.

See below the sample of what an Entity’s profile page should look like.
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FSA

FEDERAL
STUDENT AID

v eZ Audit Home  + Entity Profile

Institution Profile
¥ University of XvVZ TPSID: TF111111

The infermation on this page is read-only.
Entity Name: :[I'ra nswarld Systemn
nc.

Type of Entity: Third Party Serivoer
Address: 150 Narth Field Drive
Address: Suite 200
Gity: Lake Forest
State: 1L
Zip/Postal Code: 60045
Phone Number: 5473537384
Fax Number:
TIN:
DUNS Number:
Fiscal Year End: 05/31/201%
President:
President Email:
Financial Aid Admin:
FAA Email:
Primary Accreditation Org.:
Other Accreditation Org.:

The following fields President, President Email, Financial Aid
NOTE Admin, FAA Email, Primary Accreditation Org, Other Accreditation
Org will remain blank. Please contact eZ-Audit Help Desk

Assistance at fsaezaudit@ed.qov or by calling 1-877-263-0780,
Monday — Friday, 9 a.m. -5 p.m. ET.
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Historical Submissions
This page provides a history of the Entity’s past transactions as available in the eZ-Audit
system. You may view prior submissions at any time. Please note that you will have “read”
only access to these historical submissions.

A Change in FYE submission listed was created by FSA to ensure
NOTE the appropriate FYE Annual Link was provided upon login.

FEDERAL
STUDENT AID

View Historical Submissiar
w  University of XYZ TPSID: TT111111
Fiscal Year End Submission Type Submission Date Institution Type
- NSA Stub Audit 05/13/2020 GA Servicer
o NfA Change in Fiscal Year End 04/27 /2020 GA Servicer
- 05/31/2019 Annual 06/03/ 2020 GA Servicer

35
AUGUST 2020



PROUD SPONSOR of
the AMERICAN MIND™

Federal Student Aid

Am OFFICE of the U.S DEPARTMEMT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for Third Party Servicer (TPS)

Notifications

At any time, you will be able to view your Entity’s review status by viewing the
notification section of your homepage. This can be reached by repeating the step
LOGIN. This will bring you to your Entity’s eZ-Audit homepage and the screen below
should appear:

FSA

DERAL

STUDENT AID
Home Page
r = T 51 N 33 Entity Name: University of X¥Z '\o
TPSID : TPI11111
* Create FYE 05/31/2020 Annual
Submission ‘/o
> 2 -

BEJOTHERSUEW (it A ) ——
= ® Your Fiscal Year End 05/31/2020 Annual
* Change Fiscal Year End Dat Subemission is dus on 11/30/2020.
" : cur FYE 05/31/2019 Annual Submission
Create Exemption Request =X .
submission submitted en 06/03/2020 13:21:28 has been
E ) ! received. Review of your submission has not yet
Create Closeout Audit Submission starbad.
" Cr udi missinn * Your Stub Audit Submission submitted on
) ) ) ] 05/13/2020 09:56:46 has been received. Review
Submit Additional Information of your submission has not yet started.
JIEWHISTORICAL SUBMISSIONS ) * Your Change in FY End Submission submitted on
04/27/2020 06:52:1€ has been approved.
ﬁ_l_.'l?HIi_i_I_&'Tﬂ.ﬁTIDN

* Update My User Profile
* View Institution Profile

OTHER LINKS

* Dept. of Education
* Schools Portal

1. This should read the name of your Entity and TPSID number. Confirm that this is correct.
2. This is the Natification section. Most recent Entity’s submission status and other
notifications will be displayed.

NOTE Users should periodically check the Entity Home Page for an up-to-date
status of their submissions.
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Annual Submissions Compliance Audit

To complete your Entity’s annual submission, complete the LOGIN step. This will take you to
your Entity’'s eZ-Audit homepage. On the upper left hand side of the page, you will see a
“Create Annual Submissions” section. Click on the underlined text “Create FYE Annual
Submission”, and the screen in the next page should appear with your Entity’s name:

NOTE If you are login in for the first time you will not see the Create FYE
XXIXXIXXXX Annual Submission link. You will need to complete the
Change Fiscal Year End Date request first. Once Change in Fiscal

Year End it is approved you will see the link for the Annual
Submission on the Homepage.

The user will be asked about the type of Gateway question before proceeding to the Annual
submission.

-‘-S_-
FEDERAL
STUDENT AID

PS Annual Submission

w Entity Name: University of X0F
« TPS ID: TT111111

Does the current audit guide

{ http:/fwww?_ed.gov/about/offices/list/oig/nonfed/sfa.html )
contain procedures for all of the Title [V services or functions
performed by “Pdzmdny Peter” Catholic University on behalf of
higher education institutions?

0o .0 9

1. Confirm the correct information is displayed correctly.
2. Select NO, if the entity needs to submit an Exemption request. Entity homepage will be displayed.

37
AUGUST 2020



PROUD SPONSOR of
the AMERICAN MIND™

Federal Student Aid

Axm DFFICE of the US. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for Third Party Servicer (TPS)

FSA

FEDERAL

STUDENT AILD

TPS Annual Submission

» Entity Name: University of XYZ
= TPSID: 77411111

Does the current audit guide

{ http:/fwww.ed.gov/about/offices/list/oig/nonfed/sfa. htmi ]
contain procedures for all of the Title IV services or functions
performed by “Pdzmdny Peter” Catholic University on behalf of
higher education institutions?

) YES @ NO -——— |

= PUBMIL)  CANCER.) wBESET)

38
AUGUST 2020



PROUD SPONSOR of
the AMERICAN MIND™

Federal Student Aid

Ax OFFICE of the U.S. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for Third Party Servicer (TPS)

FSA

FEDEBRAIL
STUDENT AID

Home Page
NN L BN | = Entity Mame: University of XX

= TPS ID: TTI11111

E Pleaze submit Exemption Reguest by selecting the Create Exemption Reguest link.
= Change Fiscal Year End Date
= Create Exemption Reguest i
Saicion i ) S ——
" C i L Audit Submissi =Your FYE 05/20/2019 Annual Submission
submitted on 06/29/2020 O7:34:24 has beeh
= Create Stub Audit Sybmission received. You are reguired to submit an Exemption
i 2 1 Request.

L] ition i 0

wHIER A STORIC A SUBMISS IO &el

ADMINISTRATION

* Undate ®y User Proflle
= View Institution Profile
OTHER LINKS

= Dept. of Education
= Schools Portal

See the Create Exemption Request section.

3. Select YES if the entity has disbursed Title IV funds
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= e
FS A 95 XUDIT
FE ' G AUDITHOME. (| SEARCH | () INSTATUTION HOME | ¥ REPORTS | [ LOGOUT..,

DERAL Fi
STUDENT AID

PS Annual Submission

= Entity Name: Unversity of X¥Z
« TPS ID: TT111111

Does the current audit guide

( http://www2.ed.govfabout/offices/list/oig/nonfed/sfa.html )
contain procedures for all of the Title IV services or functions
performed by University on behalf of
higher education institutions?

® YES () NO

=SUBMWIT,  CANGEL.) —RESEL)

Select YES, and click on the Cancel button, Institution homepage will be displayed.
Select YES, and click on the Reset button, the selection will reset.
Select YES, and click on the Submit button, the Compliance Audit Information page will be

displayed.

EEUFN
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Annual Submission

Ps

= Entity Mamee: University of XY
= TPS ID:: TTi11111

1. Indicate the Period Audited Emmrdd."wj: / ‘

Begin Date: |7/01/2018
End Date: |DEA02019

Al falds sre required.

2. Review Auditor Information:

Records Indicate your Current Auditor Is:

'I"FEHD

1s this information correct?:

Enter Auditor's TIN
(Optiomal):
Auditor's Narme-:

Auditor Firm Nammes=:

Address: 1-:

Address 2 (Optiomnal):

Cirty=t

State (Optional):
Country-: —

Phone #-:

Fax # (Optional):

Email Address-:

—©

_/

3. Does this compliance audit contain any findings related to the FSA Title
IV programs?
'S

YES

4, DOpinion Typs

[-- Select an Opinion Type — w |

b ANEEE
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Confirm the information displayed is correct.

Begin date is the beginning of the audit period.

End date is the end of the audit period.

This is the auditor on file with the Department of Education Yes or No.

If the auditor’s information is correct, no action is required. If incorrect or this is

a new auditor, please select NO, and update with current information.

Please fill up all the mandatory fields.

Does this Compliance audit contain any findings related to the FSA Title IV

programs?

8. Opinion Type

9. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries
since the last time you saved your work.

10. Click the SAVE button to ensure all entries are successfully stored by the
system for this page.

11. Click the SAVE and PROCEED button to go to the Annual Submission-GA

Annual Submission Completeness Checklist page. This is the next stage in

the submission process.

agpwNE

No

Annual Submission Completeness Checklist
If you successfully entered or saved the information inputted on the Compliance Audit
Information page by clicking on the SAVE AND PROCEED button, the screen below
should appear. This page can also be reached by repeating the LOGIN step. This will take
you to your Entity’s eZ-Audit homepage. On the upper left hand side of the page, you will
see a section “Create Annual Submissions”. Click on the underlined text “Create FYE----
Annual Submission”, and then click on the underlined text “Completeness Checklist”.
The screen below should appear:
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TPS Annual Submission CcHECELIST

8 compliance Audit w  University of X¥Z

3 Complateness Checklist T <\
Upload attachments

: . All Fields are reguired

1. Are the following items, if applicable, included in the attachment of your Compliance
Aodit?

e
- Servicer Information Sheest

- Auditor Information Shest

« Summary Scheduls &

- Surmmmary Schedule B

- Summary Schedule ©

- Corrective Action Plan

- Sehaduls of Findings B Queastionasd Casts

- Schedule sddressing prior yesr Findings

- Explanation of All Current Year Audit Findings

Does the Independent Avditor's Report make reference to the examination of requined
managemant assertions? (if applicabla) —

- Imstitutional Eligibility & Participation

= Reporting

- Student Eligibility

- Disburssments

- Refunds / Return of Title I

= GAPS & Cash Management

- Perkins Loan

- Administrative Capability

- Uploaded document{s) must be in English

= Do not include Personally Fdentifisble Information (BIT) —
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2. Contact Information/Additional Notes
Flease lat us know who to contact with questions regarding this submission.

Third Party Servicer
President /CEQ Contact

Marme+ 3

Email=:

Phona-=z

Firm and CPA Contact

Firm Marmea=:

Auditor Name=:

Emiail=:

Phona=:

Enter any additional notes @ @
—SAVE

4 ) w.cancEL) SAVE AND PROCEED. )

Confirm that the information displayed is correct.

Ensure all applicable documents are included with your audit report submission.
Provide contact information (name, email, phone) President/CEO Contact and Firm &
CPA Contact (FIRM Name, Auditor Name, Email, Phone) for who should be contacted
regarding the submission and/or additional notes as necessary.

e Please feel free to attach any additional document(s). If you do attach these
additional documents, please write a note in this field advising that you have
attached additional information not required in this process.

4. Click the CANCEL button to erase/delete all entries since the last time you saved
your work.

5. Click the SAVE button to save all entries currently on screen.

6. Click the SAVE and PROCEED button to save all entries and to take you to the

Upload Attachment page. If you are an Entity group this will take you to the

Upload page for the Entity you have selected.

W
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Annual Submissions Upload Attachments

If you successfully entered or saved the information on the Completeness Checklist page
by clicking on the SAVE and PROCEED button, the screen below should appear.

This page can also be reached by repeating the LOGIN step. This will take you to your
Entity’s eZ-Audit homepage. On the upper left hand side of the page, you will see a
“Create Annual Submissions” section. Click on the underlined text “Create_FYE XX/XX/XXXX
Annual Submission”, and then click on the underlined text “Upload Attachments”.
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FEDERAL
STUDENT AID

s Annual Submissio
| “ University of XYZ <
0 3 3 « TPSI: TT11111 hl
8 Upload Attachments As part of your Annual Submission, you must include an electronic copy of your complete audited
] - compliance audit and corrective action plan [if applicable). Please use the Relds below to upload the
Submit files that you wish o submit to the Department of Education. For sach file you upload. use the

checkboxes to indecate what is contained in the file. Please note, all files must be in .pdf format.
Upload times may vary depending on connection speed, but upload times greater than 1 minute is
COMmMimon = :‘:EISH Wil TOr DI‘;E O retresh bf:‘f'e \:':"-tr'.!"";-

Uploaded document(s) must be in English,
Do nex ncuce Personally Idensfable Informazon |

File: | Choose File | No file chosen

Compliance Audit:
Corrective Action Plan:
Other:

“s-Q

o. 9

wbANCELy) AR

1. Confirm the information displayed is correct.
2. Click on the Choose File button to search for document(s) to be attached. Then
follow instructions on the next page on searching and attaching document(s).
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Organize = Mew folder

i Quick access

¢ Documents

4

Downloads
Pictures
FSA - eZ-Audit

Development

2019 Release 6.0 Weekly Status Repor #

G

Desktop

Domestic Schools - Draft
FIOS - Updated

Foreign Schools - Draft

@ Onelrive - Collabralink

@ OneDrive - Personal

A This PC

& Network

Mame

~ A long time ago (2)

@@ Delinquent Letter- (1)

- [N @

m Waiver Exemption Request (1)

~ Today (5)

- Servicer information

a. Select Comect folder or directony

X X to locate the file.
= Corrective Action Plan - Sample

Compliance Audit - Sample

o
@ Servicer Information
m el-Audit Worksheet

b. Ensure the comedt file
name is displayed

c. Click on the Open
button to attach the file.
,

File name: || re

v| All Files ~

Cancel

3. Check all appropriate boxes for the documents you attached. (Please note: When uploading
another document, please deselect the previous upload type and then reselect the document

type.)

4. After the document has been attached and the file type identified by checking the
box, click the “ADD” button to ensure that the document has been successfully
attached to your compliance audit submission.

5. IMPORTANT WARNING: Click the CANCEL button to erase all entries.

6. Click the SAVE button to save all entries currently on screen.

7. Click the SAVE and PROCEED button to take you to the TPS -Annual-Submission-submit

page.
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Annual Submission-Submit

If you successfully entered, saved and attached an electronic copy of your submissions by
clicking on the SAVE and PROCEED button, the screen below should appear. This page
can also be reached by repeating the LOGIN step. This will take you to your Entity’s eZ-
Audit homepage. On the upper left hand side of the page, you will see a “Create Annual
Submissions” section. Click on the underlined text “Create_FYE xx/xx/xxxx Annual
Submission”, and then click on the underlined text “Submit”. The screen below should
appear:

FEDERAL
STUDENT ALD

TPS Annual Submission SUBMIT

s, | " Entity Name: SE—
| v = OPEID:7 5000100
Compliance Audit
| fist ) ) ) = o
By selecting 'Submit to ED’, the information you have entered on these
Upload Attachments pages will be sent to the Department of Education.
Submit
1 hereby certify that, to the best of my knowledge and belief, all
information in this submission is true and accurate.
If you do not have the Submit to Ed button, Submitter is not indicated as
one of your user roles. Please see the Manage Users Section of Help.
1. Confirm the information displayed is correct.
2. Read to understand and attest that you have met all requirements.
3. Click on the SUBMIT TO ED button to complete your Annual Submission process.

This will then take you to your Entity’s homepage with a displayed confirmation of
your submission. If you do not have the SUBMIT TO ED button please verify that
“submitter” is selected as a user role. See Manage Users for details.

4. The following confirmation of receipt will be displayed on your home page.

Your Submission has been received by the Department of Education. You will be
contacted if additional information is needed after the submission has passed the
edit/completeness check.
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NOTE You will have “read” access once submitted.
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Closeout Audit Submission

Closeout Audit Submission Compliance Audit Information
To complete your Entity’s Closeout Audit submission, complete the LOGIN steps this will
take you to your Entity’s eZ-Audit home page. On the upper left-hand side of the page, you
will see a “Other Submissions” section. Click on the underlined text Create Closeout Audit

Submission link and then click on the underlined text ‘Compliance Audit’. The screen in the
next page should appear.
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FSA

FEDERAL

STUDENT AIlD

H Compliance Audit
Completeness Checklist
H uUpload Attachments

B Submit

aprpLdE

AUGUST 2020

o)

TPS Closeout A

»» Entity Mame: University of X¥E
= TPS ID: 771111111 <

it SubmIssion COMPLIANCE AUD M F CHRALS i M

<

all fields are reguired.

1. Indicate the Period Audited (mmd/ddfevyv): /@

End Date:

2. Review Auditor Information:

Records Indicate your Current Auditor Is: Robertson & Robertson 987854321

YES MO
Is this information correct?: L] [
Enter Auditor's TIM

[(Opticonal):
Auditor's Name-:
Auditor Firm Name-:
Address 1+:

Address 2 (Dptional):
Citty=:

State [(Dptional):
Country-:

Phone &#-:

Fax & (Dptional):
Email Address-:

(1]
i
1]
(9]

—» 2. Does this compliance audit contain any findings related to the FSA Title
IV programs?

) YES 1 ND

4. Dpinion Type
S

[ Select an Opinion Type — w |

Confirm the information displayed is correct.

Begin date is the beginning of the audit period.

End date is the end of the audit period.

This is the auditor on file with the Department of Education.

If the auditor’s information is correct, no action is required. If incorrect, or this is a
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new auditor, please select NO, and update with current information.

Please fill up all the mandatory fields. When Country is “United States” then TIN

and State are required field.

Does this Compliance audit report contain any findings related to the FSA Title IV

programs?

IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries

sine the last time you saved your work.

Click the SAVE button to ensure all entries are successfully stored by the system for this page.

. Click the SAVE and PROCEED button to go to the Third Party Servicer Closeout Audit

Checklist page.

Closeout Audit Submission Completeness Checklist

If you successfully entered or saved the information inputted on the Compliance Audit page by
clicking on the SAVE AND PROCEED button, the screen below should appear. This page can
also be reached by repeating the LOGIN step. This will take you to your Entity’s eZ-Audit
homepage. On the upper left-hand side of the page, you will see a “Other Submissions”
section. Click on the underlined text “Closeout Audit Submission”, and then click on the
underlined text “Completeness Checklist”. The screen below should appear:
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FSA

F E D E B A L

STUDENMT AlD

¥ TPS Closeout Audit Submission <CHECKLS
H compliance Audit 3 Wniversity of X0E o

B complsteness Checklist T TPSID: TTI1T11111 -

Upload attachments

B Submit &l fields are reguired.

Audit Submission?
- Servicer Information Sheet
- Auditor Information Sheet
- Summary Schedula A
- Summary Schedule B
= Summary Schedule C
- Corrective Action Plan
- Schedule of Findings & Questioned Costs
- Schedule addrescing pricr year findings
- Explanation of All Current Year Audit Findings

management assertions? (if applicable)

- Imstitutional Eligibility & Participation

- Reporting

. Student Eligibility

- Disbursements

- Refunds/ Returm of Title Tw

- GAPS B Cash Managemsant

- Perkins Loan

= Administrative Capability

- Closeout

- Uploaded document{s) must be in English

Do not incdloede Percsonally Identifiable Information (BPII)

Continuation screen of Closeout Audit Submission CHECKLIST
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@//72. Contact Information/Additional Notes
Please let us know wio to contact with questions regarding this submission

Third Party Servicer
President,/CED Contact

MName- :| |
Ernail= :| |
Phaone= :| |

Firm and CPA Contact
Firm Mame=~ :|

Ernail~ :|

Audibor Name= :| |

Phaone= :|

¥ el AMCEL —BYE AVE_AHD EEL

Enter any additionzl notes @
O i

1. Confirm the information displayed is correct.

2. Ensure all applicable documents are included with your audit report submission.

3. Provide contact information (name, phone, email) for ‘Third Party Servicer’ and
‘Firm and CPA Contact’ of whoever should be contacted regarding the submission
and additional notes or comments as necessary. Please feel free to attach any
additional document(s). If you do attach these additional documents, please write a
note in this field advising that you have attached additional information not required
in this process.

4. IMPORTANT WARNING: Click the CANCEL button to erase all entries.

5. Click the SAVE button to save all entries currently on screen.

6. Click the SAVE and PROCEED button to take you to the Upload Attachment page.
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Closeout Audit Submission Upload Attachments
If you successfully entered or saved the information inputted on the Completeness
Checkilist page by clicking on the SAVE and PROCEED button, the screen below should
appear. This page can also be reached by repeating the LOGIN step. This will take you to
your Entity’s eZ-Audit homepage. On the upper left hand side of the page, you will see a
“Other Submissions” section. Click on the underlined text “Closeout Audit Submission”,
and then click on the underlined text “Upload Attachments”. The screen in the next page
should appear:
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FSA

FEDERAL
STUDENT AID

eeeee—— Closeoutl Audil SUubmISSION UPLOAD ATTACHMEHN

ompligncg Audit w Entity Mame: University of XYZ
Sancist Checkdist s TPSID: TT111111
jubmis 23 part of your Clossout Audr Submission, you must include an slectronic copy of your complese

cormpliance audt and comective action plan [if applicabla). Please use the felds below to upload the
files thas vou wish o submit to the Department of Education, For each fle vou upload. vie the
chachbances to indicate what is contained in the ile, Please note. all files must be in .pef farmat.
Upload times may vary depending on connection speed, but upload times greater than 1 minute is
commen - please wait for page to refrash before continuing

Uploaded decument(s) must be in English,

Do not include Personally Idencifiable Information :m;o

i

File: | Choose File | No file chosen
Compliance Audit:

Corrective Acticn Plan:
Other:

st D)
©

@

wbANCEL,) oSAYE_)  SAVEAMDPROCELD,)

1. Confirm the information displayed is correct.
2. Click on the Choose File button to search for document(s) to be attached. Then follow
instructions on the next page on searching and attaching document.
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Organize - Mew folder = = IH 9

Marme

# CQuick access
~ A& long time ago (2)

Documents
4 Downloads @ Delinquent Letter- (1)
Pictures . m Waiver Exemption Request (1)
- .
FSA - eZ-Audit ~ Today (5)

a. Select Comect folder or directory

/ to locate the file.

@ Servicer information

Development

@@ Corrective Action Plan - Sample

2019 Release 6.0 Weekly Status Repon &
m Compliance Audit - Sample

g G i .

3 Servicer Information

B Desktop &8 eZ-Audit Worksheet
Domestic Schoaols - Draft

FIOS - Updated

Foreign Schoals - Draft
@ Onelrive - Collabralink

@ OneDrive - Personal

b. Ensure the comecdt file & Click on the Open

| This PC name s displayed button to attach the file.

W Metwork

A v| All Files »

3. Check all appropriate documents attached. (Please note: When uploading another document,
please deselect the previous upload type and then reselect the document type.)

4. After the document has been selected and the file type identified by checking the
box, click the “ADD” button to ensure that the document has been successfully

attached to your submission.
5. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last time

you saved your work.
6. Click the SAVE button to save all entries currently on the screen.
7. Click the SAVE and PROCEED button to take you to the TPS-Closeout Audit Submission-submit

page.

NOTE As part c_Jf your stub audit submissior!, you must include an
electronic copy of your complete audited compliance audit. Please
note that all files must be in a PDF format and NO personal
information such as Social Security Numbers should be contained

in attachments.

File name: ||
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Closeout Audit Submission-Submit
If you successfully entered, saved and attached an electronic copy of your submission by
clicking on the SAVE and PROCEED button, the screen below should appear. This page
can also be reached by repeating the LOGIN step. This will take you to your Entity’s eZ-
Audit homepage. On the upper left hand side of the page, you will see a section “Other
Submissions”. Click on the underlined text “Stub Audit Submission”, and then click on the
underlined text “Submit”. The screen below should appear:

S ALDITT HOME | o s HELP | - MANAGE USERS | [ LOGOUT

FEDERAI
?_iuf}_l_h’_lr_f_l_t_} 1PS Closeout Audit ".-..f"rllll.'.lr'lrl. I

Entity Hame: University of X¥E
.| TPSID: TT111111

B Comoiiance Audit
B Completeness Chackiist . :
By selecting "Submit to ED’, the information you have entered on these
B Upload Attachments pages will be sent to the Department of Education.
& subme

1 hereby certify that, to the best of my knowledge and belief, a
information in this submission is true and accurate,

If you do not have the Submit to Ed button, Submitter is not indicated as
one of your user roles. Please see the Manage Users Section of Help.

1. Confirm the information displayed is correct.
2. Please read to understand and attest that you have met all requirements.
3. Click on the “SUBMIT TO ED” button to complete your Stub Audit Submission
process. If you do not have the “SUBMIT TO ED” button please verify that “submitter”
is selected as a user role. See Manage Users for details.
4. The following confirmation of receipt will be displayed on your home page.
Your Submission has been received by the Department of Education. You will be

contacted if additional information is needed after the submission has passed the
edit/ completeness check.

You will have “read” access once submitted.
NOTE
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Stub Audit Submission

Stub Audit Submission Compliance Audit Information
To complete your Entity’s Stub Audit submission, complete the LOGIN steps this will take
you to your Entity’s eZ-Audit homepage. On the upper left-hand side of the page, you will
see a section “Other Submission”. Click on the link Create_Stub Audit Submission”, and
then click on the underlined text “Compliance Audit”. The screen in the next page should
appear:
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FSA

FEDERAL

STUDENT AID

H Compliance Audit

B Completeness Checklist
B upload Attachments

B Submit

TPS Stub Audit SUbMISSION coMPLIANCE AUDIT INFORMATIGN

» Entity Mame: University of XWX
= TPS ID: 7rid444

2ll fields are reguired.

1. Indicate the Period Audited (m rr\.-"clcl,"ywyj:/

BeginDate: [ |
End Date:
Reason for Stub Awdit: |

2. Review Auditor Information:

Records Indicate your Current Auditor Is: Robertson & Robertzon 987654321
YES MO
Is this information correct?: [»] 0
Enter Auditor's TIMN
(Optional):
Auditor's Name-:
Auditor Firm Name-=:
Address 1+:
Address 2 [Dptional):
Citty=:
State (Optional):
Country+: | - Select a Country -- il
Phone &-:
Fax # (Optional):
Email Address-:

2. Does this compliance audit contain any findings related to the FSA Title
IV programs?

1 YES 1 ND

\A‘-'l. Opinion Type

[~ Select an Opinion Type — W

.\:unm_wuw

1. Confirm the information displayed is correct.
2. Begin date is the beginning of the audit period.
3. End date is the end of the audit period.
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4. Provide a reason for Stub Audit.

5. This is the auditor on file with the Department of Education.

6. If the auditor’s information is correct, no action is required. If incorrect or this is a
new auditor, please select NO, and update with current information.

7. Please fill up all the mandatory fields. When Country is “United States” then TIN
and State are required fields.

8. Does this Compliance audit contain any findings related to the FSA Title IV
Programs?

9. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries sine
the last time you saved your work.

10. Click the SAVE button to ensure all entries are successfully stored by the system for this page.

11. Click the SAVE and PROCEED button to go to the Third Party Servicer Stub
Audit Checklist page.
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Stub Audit Submission Completeness Checklist
If you successfully entered or saved the information inputted on the Compliance Audit page by
clicking on the SAVE AND PROCEED button, the screen below should appear. This page can
also be reached by repeating the LOGIN step. This will take you to your Entity’s eZ-Audit
homepage. On the upper left hand side of the page, you will see a section “Other
Submissions”. Click on the underlined text “Stub_Audit Submission”, and then click on the
underlined text “Completeness Checklist”. The screen below should appear:
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Confirm the information displayed is correct.

Ensure all applicable documents are included with your submission.

Provide contact information (name, phone, email) for ‘Third Party Servicer’ and
‘Firm and CPA Contact’ of whoever should be contacted regarding the submission
and additional notes or comments as necessary. Please feel free to attach any
additional document(s). If you do attach these additional documents, please write a
note in this field advising that you have attached additional information not required
in this process.

4. IMPORTANT WARNING: Click the CANCEL button to erase all entries.

5. Click the SAVE button to save all entries currently on screen.

6. Click the SAVE and PROCEED button to take you to the Upload Attachment page.

wN e
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Stub Audit Submission Upload Attachments
If you successfully entered or saved the information inputted on the Completeness
Checklist page by clicking on the SAVE and PROCEED button, the screen below should
appear. This page can also be reached by repeating the LOGIN step. This will take you
to your Entity’s eZ-Audit homepage. On the upper left-hand side of the page, you will see
a section “Other Submissions”. Click on the underlined text “Stub Audit Submission”, and
then click on the underlined text “Upload Attachments”. The screen in the next page
should appear:

JS
FEDERAL
STUDENT AID

EPOR

—— TPS Stub Audit Submission uPLOAD ATTACHMENTS

Compliance Audit » University of XYZ
= TPSID: TTi11114

Completeness Checklist

H Upload Attachments

Submit As part of your Stub Audit Submission, you must include an electronic copy of your complete
compliance audit and corrective action plan (if applicable). Please use the fields below to upload the
files that you wish to submit to the Department of Education. For each file you upload, use the
checkboxes to indicate what is contained in the file. Please note, all files must be in .pdf format.
Upload times may vary depending on connection speed, but upload times greater than 1 minute 1s
common - please wait for page to refresh before continuing.

Uploaded document(s) must be in English.

Do not include Personally Identifiable Information {PIT)

/

File: | Choose File | Mo file chosen

Compliance Audit+: (]

Corrective Action Plan: [
other: [

- @
® o

~LARCEL) SAVE..) SAYEANDPROCERD,)

1. Confirm the information displayed is correct.
2. Click on the Choose File button to search for document(s) to be attached. Then
follow instructions on the next page on searching and attaching document.
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Organize = Mew folder == - i | 9

Mame
i Quick access
s Documents ~ A long time ago (2)

& Downloads @@ Delinquent Letter- (1)

S — m Waiver Exemption Reguest (1)

FSA - eZ-Audit + * Today (5)

a. Select Comect folder or directony
to locate the file.

- Servicer information
g Corrective Action Plan - Sample/

Development

2019 Release 6.0 Weekly Status Repor #
~7 G
BN Desktop

@ Compliance Audit - Sample
@ Servicer Information
L= ]

eZ-Audit Worksheet
Domestic Schools - Draft

FIOS - Updated
Fareign Schools - Draft

@ Onelrive - Collabralink

@ OneDrive - Personal

b. Ensure the comedt file s
X s disolaved c. Click on the Open
= This PC neme 15 dlsplaye button to attach the file.

W Metwark /
>

File name: || A« ~| | AN Files ~

Cancel

3. Check all appropriate documents attached are in English and do not contain any Personally
Identified Information (PII). To view what is included in PII please hover the mouse over the
word PII.

Please note: When uploading another document, please deselect the previous upload type
and then reselect the document type.)

4. After the document has been selected and the file type identified by checking
the box, click the “ADD” button to ensure that the document has been
successfully attached to your submission.

5. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last
time you saved your work.

6. Click the SAVE button to save all entries currently on the screen.

7. Click the SAVE and PROCEED button to take you to the TPS -Stub Audit Submission-submit

page.

As part of your stub audit submission, you must include an
NOTE electronic copy of your complete audited compliance audit. Please

note that all files must be in a PDF format and NO personal
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information such as Social Security Numbers should be contained
in attachments.

Stub Audit Submission-Submit
If you successfully entered, saved and attached an electronic copy of your submission by
clicking on the SAVE and PROCEED button, the screen below should appear. This page
can also be reached by repeating the LOGIN step. This will take you to your Entity’s eZ-
Audit homepage. On the upper left-hand side of the page, you will see a section “Other
Submissions”. Click on the underlined text “Stub Audit Submission”, and then click on the
underlined text “Submit”. The screen below should appear:

FSA

EDERAL

————— TRS Stub Audit Submission supBMiT
T wE ntity Mame: Transwor ' "5
« DPEID: 75000100

Complance Audis
kempleteness Shaculist : : —
N By selecting "Submit to ED', the information you have entered on these
Urload Attachmants pages will be sent to the Department of Education.
Eubenit
I hereby certify that, to the best of my knowledge and belief, all
information in this submission is true and accurate.
If you do not have the Submit to Ed button, Submitter is not indicated as
one of your user roles. Please see the Manage Users Section of Help.
1. Confirm the information displayed is correct.
2. Please read to understand and attest that you have met all requirements.
3. Click on the SUBMIT TO ED button to complete your Annual Submission process.

This will then take you to your Entity’s homepage with a displayed confirmation of
your submission. If you do not have the SUBMIT TO ED button please verify that
“submitter” is selected as a user role. See Manage Users for details.

4. The following confirmation of receipt will be displayed on your home page.
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Your Submission has been received by the Department of Education. You will be
contacted if additional information is needed after the submission has passed the
edit/completeness check.

NOTE If you do not have the “SUBMIT TO ED” button please verify that
“submitter” is selected as a user role. See Manage Users for

details. You will have read access once submitted.
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Change in Fiscal Year End

Change in FY End Submission

This page can be reached by repeating the LOGIN step. This will take you to your
Entity’s eZ-Audit homepage. On the upper left-hand side of the page, you will see a
section “Other Submissions”. Click on the underlined text “Change Fiscal Year End
Date”, and then click on the underlined text “Change in Fiscal Year End”. The screen
below should appear:

FSA

STUDENT AID

'._|'!é::'1'-:{ in Fisc yUDMISSION

al Yea
»Trunstrld Sy:rh:m Inc.
oo

Qur records indicats that the current 's_al yesr e
Transworld System Ine. = 05/31/2015.

Enter new fiscal year end: 'ééi_;c‘l_f_d—cl__rlﬂ"_i l

By clicking the "Submit to ED™ button below, I certify that I am the individual
currently signed into this system on behalf of the entity, and that I am authorized to
submit this information on behalf of the entity. I also certify that, to the best of my
knowledge and belief, all information in this document is true and correct. I
understand that if the entity provides false or misleading information, the U.S.
Department of Education may terminate the entity's eligibility to contract with any
institution to administer any aspect of an institution’s participation in any Title IV,
HEA program. I also understand that I may be subject to a fine or not more than
$25,000 or imprisonment of not more than five years, or both, for misinformation
that is material to receipt and stewardship of federal student aid funds.

If you do not have the Submit to ED button below, the Submitter is not indicated as
one of your roles. Please see the Manage Users Section of Help.

2UOMILTQLD..

Confirm the information displayed is correct.
This represents information on file with ED concerning current fiscal year.
Click on the dropdown list to change month as desired.

Click on the “SUBMIT TO ED” button to ensure that date change is captured by the

P whE
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eZ-Audit system. If you do not have the “SUBMIT TO ED” button please verify that
“submitter” is selected as a user role. See Manage Users for details.
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Exemption Request

Create Exemption Request

This page can be reached by repeating the LOGIN step. This will take you to your Entity’s
eZ-Audit homepage. On the upper left hand side of the page, you will see a “Other
Submissions” section. Click on the underlined text “Create Exemption Request”. The
screen in the next page should appear:
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Create Exemption Request @
+ University of XYZ <+

* TPEI: TT11111

Please use the fields below to upload your Exemption Regquest into the system. See belayw to view
the instructions for submittng the audit letter. Please note, all files must be in ,pdf format. Once all
fila{s} have been uploaded, select "Submit”. Selecting "Cancel” will return you to your home page
aving or submitting your information.

hoose File
bl y
@ e o e, [~ Select FYE— v]
r "

By clicking the "Submit to ED" button below, I certify that I am
the individual currently signed into this system on behalf of the
entity, and that I am authorized to submit this information on
behalf of the entity. I also certify that, to the best of my
knowledge and belief, all information in this document is true and
correct. I understand that if the entity provides false or
misleading information, the U.5. Department of Education may
terminate the entity’s eligibility to contract with any institution to
administer any aspect of an institution’s participation in any Title
IV, HEA program. I also understand that I may be subject to a fine
or not more than $25,000 or imprisonment of not more than five
years, or both, for misinformation that is material to receipt and
stewardship of federal student aid funds

No file chosen

File®: |

If you do not have the "Submit To ED" button below, the
Submitter i not indicated as one of your roles. Please see the
Manage Users Section of Help

1. Confirm the information displayed is correct.
2. Click below link to view the waiver letter directly. On the bottom of the page the
Waiiver letter should appear:
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A letter must be included with the waiver that provides management's assertion it comiplied with all
applicable reguirements in regard to the services and functions that it performed on behalf
eligible instibutions.

In addition, the letter must indude the following:

1. Legal Name and d/b'a mame of the Servicer

Servicer Address
Telephone Mumber
Fax Mumber
‘Web-site URL

President/CEQ Mame
Telephons Mumber
E-mail Address

Other Comtact Person, Title
Telephons Mumber
E-mail Address

2, A detailed desoription of the fundiions and services the servicer performs on behalf of the
institutions it contracted with, For ssample,

a. Deliver Title IV credit balance refund activities such as collecting sbedent
disburserment preferences, assisting with the establishment of accownts for the receipt
of Title TV credit balance refunds, recsiving Tide TW funds and payment rosters
necessary to deliver Title IV credit balance refunds to students via cash, chedc, ACH,
debit card, or acher electronic means, etc.; or,

b. Perform Default Management/Aversion acivities such as obraining stedent borrowear
information contained Tn Department systems, contacting borrowers regarding loan |
indebtedness, repayment options or loan obligations, assisting with completion and/or
collection of deferments, forbearances, and/or other loan docsments, et

3. A listing of the Title IV institutions the servicer performed work: on behalf of, during the
Eer;iDpEEIElncst recently ended fiscal year. This list must include each institution's nams
an .

4., Assertions that:

EN The servicer's comtract incluedes all iterms dted in 34 CFR § &62.23c);

b The servicer has established = system of intemal controls to assure compliance
with those services or functicns for which it provides;

. The servicer miaintains comprehensive written procedures describing the

functions or services it performs on behalf of institutions, These procedures must
cleary outline the servicer's responsibilities versus the institutions’
responsibilities;

d. The servicer complies with all reguirements of the Family Educational Rights and
Priwvacy Act (FERPA), as well as the information security requiremeants established

the Federal Trade Commission {FTC) for maintaining appropriate ssfeguards in

respect bo the education records and stedent information it has access: and

=, The servicer is adhering to all Department requirements for accessing and/or
granting access to Department systems.

The audit and/or audit letter must be submitted to the Departrment no later than six months after
the last day of the servicer's fiscal year. 34 C.F.R. 668.23[c)[3). If wou have any questions
concerning the letter, please contact the Third-Party Servicer Oversight Group at (816) 258-0543,

If you hawe questions regarding the submission of your audits throwgh =Z-Audit, please contact the
eZ-Audit Help Desk at (877} 262-0780. If you hawve submitted audits which were deemed
unacceptable and returmed to the entity, the submission deadline continues to apply wntl
acceprable audits are resubmitted to the Deparoment.

Sincershy.

.5, Departrment of Edwcation Federal Student Aid Program Compliance
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3. Click on the Choose File button to search for document to be attached. The screen below

should appear:

(Please note: When uploading another document, please deselect the previous

upload type and then reselect the document type.)

“— “ 4 ¥ » ThisPC » Downloads v D

Mame
7 Quick access
~ Today (5)

@ Servicer Information

s Onelrive - Collabral

@ Onelrive - Personal B Servicer information

m eZ-Audit Worksheet

W This PC
" @@ Corrective Action Plan - Sample 4/—

3. Select Comect folder or directony
to locate the file.

Wb Metwork m Compliance Audit - Sample
~ A long time ago (2)

m Waiver Exemption Request (1)
@ Delinguent Letter- (1)

b. Ensure the comect filg|
name is displayed

c. Click on the Open
I}uttlz}n to attach the file.

File name: || o ~| | AllFiles

4. After the document has been attached and the file type identified by checking the
box, click the “ADD” button to ensure that the document has been successfully

attached to your submission.

5. Select the Fiscal Year End date from the drop down menu for which you are requesting an

exemption.
6. IMPORTANT WARNING: Click the CANCEL button to erase all entries.
7. Click the “SUBMIT TO ED” button to submit your Waiver Exemption Request.

This

will then take you to your Entity’s homepage with a displayed confirmation of your

transaction. If you do not have the “SUBMIT TO ED” button please verify that
“submitter” is selected as a user role. See Manage Users for details.
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Additional Information

Additional Information Submission

This page can be reached by repeating the LOGIN step. This will take you to your
Entity’s eZ-Audit homepage. On the upper left hand side of the page, you will see a
“Other Submissions” section. Click on the underlined text, “Submit Additional
Information”. The screen below should appear:

l:§ A % AUDIT
FEDERAL /- QuniHonl, WP, MAAGLULS 0T,

STUDENT ALD

Adaditional Information Submissi
» University of XYZ ,@
« TPSID: TT111111 oo

To submit additiorsl information, you must select a submiszion from the drop-down Box below o sssociate it walh. Fleaze use

the additioral fields to uplzad the files thet you wizh to submit (o the Department of Education. Please nole, all files must be in

paf formatl —
Submission to Associate With®: | — Select 8 Submission - '

File®;: | Choose File | No file chosen
i 2

i

1. Confirm the information displayed is correct.
2. Select submission to associate the additional information with. If the submission
was not submitted via eZ-Audit it will not be listed. If the review is completed you
cannot submit additional information. Please check your Entity Homepage
Notification section the status of your submission.
3. Click on the Choose File button to search for document to be attached. The screen below
should appear:
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<« “ 4 ¥ » ThisPC » Downloads v O

MName
7 Quick access
~ Today (5)

@@ Servicer Information

s OneDrive - Collabral

# OneDrive - Personal @ Servicer information
m eZ-Sudit Worksheet

A This PC
o @ Corrective Action Plan - Sample /

Wb Metwork m Compliance Audit - Sample
~ Along time ago (2)

m Waiver Exemption Request (1)
@ Delinquent Letter- (1)

b. Ensure the comect file
name is displayed

File name: || “

3. Select Comect folder or directony
to locate the file.

c. Click on the Open
buﬂ:}n/ta attach the file.

V| All Files

4. Atfter the document has been attached and the file type identified by checking the

box, click the “ADD” button to ensure that the document has been successfully

attached to your compliance audit submission.

NOTE | To submit additional information the submission must still
be under FSA review.
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Resubmission

If your submission has been deemed incomplete you will be required to Resubmit. An email
will be sent to the person(s) as listed on the Checklists page in Contacts informing them that
the submission has been deemed incomplete. A copy will also be sent to the Third Party
Servicer Oversight Group fsapc3rdpartyserviceroversight@ed.gov.

Resubmissions should be submitted 7 calendar days from receipt of email.

To resubmit you must first view your incomplete letter posted to the Notifications
section of your Entity Home Page. To begin your resubmission, follow steps below.

1. Login to eZ-Audit. This will take you to your Entity’s Home Page. The screen
below should appear. Verify the name on your Entity and TPS ID.

FSA |

O
STUDENT ALY

R RT TR R AT ST E UTEE TS

University of XYZ TPEIRTHIT11]
'Ell!lkmil "E’E i- 'lﬂ-E T
T O T
AL A AR — R RALE L —
L] & " £ " i -'-- '- -:._.n'u-*

1 -ppl- L
Cligh hgry 10 vigw the [npomplyce Letter d—
The Ini:ﬁnlplnlll Letter must be viewed bafore
* Submit addiipng! Information p_.,;.._.hm“um‘
- r 5ub Audit Submission Fubmitied on
ol ERL R AT G A SAMD MR P R l'.l‘.- 102020 0F: 5644 had been ridelved. Raview
of your SUBTHEEOn el AOT 8l TErTed
" Your Lhangs in FY End Suamission pusmitied on
04,27/ 2020 D6: 52116 Ras baan Booroved

B ErRALE STl Aod Dosmipgan

ADMINISTRATION

" Uzdate My User Brofls
= Wi ]n.- ATiat-n] E:i! .

OTHER LINKS
* Daos ﬁ Eauzptize
* Echoo'y Bortsl

2. Click link to view Incomplete Letter. Incomplete letter will provide information regarding the
reason(s) your submission was deemed incomplete. Letter will open in separate window.
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UNITED STATES DEPARTMENT OF EDUCATION
Fecers! Student Aid
Program Compliance

06/0L/2020 12:19111
TPSID : 12345678

ABC University

Egyetem ul
Piliscsaba, ,

Dear .

The Department of Education [Department) recsivad your Annual Submission for the fiscal year andad 06/30/2019 on 06/0L/2020
12:08: 55, The Department determined that ‘Bmodopimechiecnia University's submission is incomplete or in error for the
'Fullo‘mng ressonis):

Compiliance Audit

+ - Compliance Audit is not vievwable.

e - Corrective Action Plan is not viewable.

Plgase resubmit the complience sudt antdbooiioencebennenanns within 7 lendsr days via eZ-Audit at httpt/) wwiw, ezsudit.ed, gov/.
BonooRescOGa0n0KR University is advised that until an acceptable compliance sudit is recsived, the institution is net in
compliance with the audit submission requirements set forth at 34 C.F.R. § 668.23. If the Dapartment does not racahve an accaptable
compliance audit, Bdpadnpdhaecbiadeis University will be liable for all unaudited funds for the audit period, In addition, faflure to
submit an acceptable compliance awdit may result in the Department initizting adverse action against the institution, induding
terminating or revolking the institution’'s progrem participation sgreement. or, if the institution has an application pending for renawal
of ity cartification, danial of that application. Further, failure to timaly submit an acceptable compliance audit may cause the
Department to determine that the institution is in vielation of past performance provisions set forth at 34 C.F.R. § 668.174{a){3),
resulting in, among other things, provisional certification. the posting of a letter of credit (not applicable to public institutions), and
piacement ¢n a heightenad sh menitoring payment method,

If you have any questions regarding the compliance issue(s) addressad in this [stter or tha resubmission of your Annual, plaass
contact the e7-Audit Help Desk ar (877) 263-0780 berwean tha hours of Sam and Spm EST. ‘When prompred, choosa option 2 for
incomplets letter,

Your immediate attention to this matter is greatly appreciated.

Sinceraly,

U.5. Department of Education
Federal Student &id

Program Compliance

3. Return to your home page, by clicking back to the eZ-Audit Web site.
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FSA

D ER AL
ATUDENT AL

Home Page
R ‘ > = University of XYZ * TPSID: TT111111
- B oy
Annypl Submiggion

*Your Fiscal Year End 05/31,/2019 Annual

*Change Figcal Vear End Date Submizsion is cverdus.
" Cregate Exermoion Resues: * ¥our Fiscal Year End 03/21/2020 Annual
g Submission i dues on 11/30/2020.
® Yaur FYE 05/31/2019 Annual Submission
" & L £ Sudi Ltk 3 Sl submimed on 06/03/2020 13:21:38 iz incomplete
- Cr - B P, El-irﬁ' hegrs to f-:iu she Irism%hm_r
5 The Incomplete Letter must viewed before
* Sybmit Additipngl Information Resubmission
® Your Stub Audit Submission submitted on
L b ST i, 2B S S, ¢ 05/13/2020 09:56:46 has been received. Review

of your submission has not yet started.
=Your Change in Y End Submission submitted on
04/27/2020 06:52:16 has been approved

AT TR F

* Ugcate My User Profile
= Misw Ingtinytion Profily
OTHER LINKS

* Dsot. of Education

* Echools Portal

4. Click the Resubmit link from left navigation area.
5. Correct submission as directed in Incomplete Letter. Portions of submission
deemed complete will be read-only.
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Delinquent Letter

If your submission is not received by its due date, a system generated Delinquent Email
will be sent. The email will indicate that a Delinquent Letter has been posted to the
Notifications section of your Entity’s Home Page. Once the Delinquent Email is
received, you will be directed to logon onto eZ-Audit to view the Delinquent Letter. The
Delinquent letter will disappear once the school completes the submission.

FSA

FEDERAL
STUDENT AID

Home Page
-'I/ﬂ i3 SREUS e B 1 Entity Name: University of XYZ
L Fy ] 8 Annual « TPSID: 77111111
Submigsion
_.I/ﬂ OTHEF A

® Change Fiscal Year End Date

® Create Exemption Regquest

L e —

G = Ygur Fiscal Year End 10/31/201 & Annual
Submission Submission is overdue
- . i Click here to vigw the Delinguent Letter
Create Closeout Audit Submission The Delinquent Letter will be viewable until
* Create Stub Audit Submission 3 E.'!t,"t-'_'i_'_'.":,’f:,u;: L‘,.,E”:"J_."ff}’.u,“ il
* Submit Additicnal Information ;'_""""kr-""-":."""" I3 i‘-"’,::'j“"' . &

The Delinguent Letter will be viewable until

EW HI CAL MISSION the submission is complete

ADMINISTRATION

* |Update My User Profile
» View Institution Profile

OTHER LINKS

* Dept. of Education
* Schools Portal

1. Click link to view Delinquent Letter. Delinquent letter will provide information
regarding the annual submission overdue. Letter will open in separate window.
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UNITED STATES DEPARTMENT OF EDUCATION
Federal Student Aid - School Channel
Schoaol Eligibility Channel
eZ-audit

Date: 1031 /2004
OPE ID: 77889900
TIN: 000000070

Cr Proprietary
Proprietary School
123534 Proprietary Lane
Proprietary, D, 125345

Dear President:

Fursuant to 34 CFR 6565.23 of the Student Assistance General Provisions regulations, an
institution participating in any Title IV, HEA program must submit annually to the Secretary,
its compliance audit and audited financial statements no later than six months after the last
davy of the institution’s fiscal vear.

Your institution"s materially complete and acceptable audit andfor financial
statements for the fiscal year ended 1031 2004 have not been received by the
submission deadline date of 1031 /2004.

If you hawve submitted compliance audit and financial statements which were deermed
unacceptable and returned to the institution, the submission deadline continues to apply until
acceptable audit reports are resubmitted to the Department. Please resubmit the
audit/financial staterments for the fiscal vear ended 10/31/2004 within 10 davs of the receipt
aof this letter via eZ-aAudit at www . ezaudit.ed.gosw.

If we do not receive the required submission within 10 davys of your receipt of this letter,
wour institution may be subject to assessment of liabilities for all unaudited funds for the
audit period and other appropriate action noted under 34 CFR 668, Subpart S. If you hawve
already submitted your compliance audit and financial statements for the fiscal year ending
104312004, please contact the eZ-Audit Help Desk at 1-577-26353-0750.

Thank vou in advance for your cooperation.
Sincerely
Ti Baker

eZ-audit Operations Manager
Integrated Partner Management Division

2. Close or minimize the browser to return to your home page by selecting the window where the
eZ-Audit application was open.
3. Click on the Create Annual Submission link to submit your annual submission.
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Reminder Email Notifications

A Reminder email will be sent 60 and/or 30 days prior the submission due date. The Reminder
Email will be sent to the eZ-Audit Entity Administrator to remind them that the Compliance Audit

due date is approaching
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