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What is eZ-Audit?

eZ-Audit is a web application that provides schools with a paperless, single point of
submission for financial statements and compliance audits.

A designee from your school will simply sign on to eZ-Audit, enter summary audit and
financial data directly from your report into a web form, attach an electronic version of
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the report, and hit the submit button. Your submission through eZ-Audit allows for rapid
and efficient processing by the Department of Education and therefore provides you
with more immediate feedback.

Must | have a username and password to gain access?

Yes, users must have an FSA User ID and password to access eZ-Audit and other
Federal Student Aid (FSA) systems.

Your institution’s Administrators are responsible for granting and managing account
access on behalf of your organization. Primary and Secondary Administrators are
generally responsible for enrolling and managing user access on behalf of their
organizations.

Once your Administrator initiates your account, you will receive an email from FSA
Partner Connect to start account creation. After your account has been created, you will
receive another email containing your FSA User ID, instructions for creating a
password, and information on registering a Two-Factor Authentication (TFA) token.

Please note that users must not share usernames and passwords. A user’s access can
be revoked if it is discovered that usernames and passwords are being shared.

What type of software/technology do | need to support eZ-Audit?

You will need Adobe Acrobat and a scanner, as your financial statements and
compliance audits must be attached in a non-editable PDF format and contain
appropriate signatures.

What if my firewall prevents me from accessing eZ-Audit?

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 they do one of the following:

e Open your firewall to allow access to all 165.224.xxx.xxx addresses. This will
allow your school access to all ed.gov sites

What should | do if | forgot my username and/or password?

If you forget your password, you can click the “Forgot Password” link on the login page.
To reset your password, you must correctly answer the challenge questions. If you
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forget your FSA User ID, click the “Forgot User ID” link on the login page and enter your
email address. For password assistance, you can also contact the FSA Partners &
School Relations Center at 1-800-848-0978.

What should | do if | have been locked out after 3 unsuccessful attempts to log
in?

You must wait 30 minutes before trying to use the same password again. After 30
minutes, you can try again, or you can select the 'Forgot Password' link at the FSA
Login page and answer the challenge questions. If your answers are correct, you will be
allowed to reset your password.

If you are still unsuccessful, please contact the FSA Partners & School Relations Center
at 1-800-848-0978.

| am ready to submit, but | do not see the “Submit to ED” button. What should |
do?

To see the “Submit to ED” button, you must have “submitter” selected as a user role.
The Administrator must go to the Manage Users section to verify the user role. Once
“submitter” is selected for the user and saved, the user will be able to submit.

Please note that if the user is currently logged on, they must log out and log in again to
see the button.

Who at my school will use eZ-Audit?

The Primary Administrator or Secondary Administrator, selected by your school, is
responsible for:

e Registering your school with eZ-Audit

e Providing/managing access to data entry and submission approval personnel, as
identified by your school

e Maintaining security information regarding the school’s users as required

eZ-Audit Data Entry Users, selected by your school, are responsible for:

e Entering data into the eZ-Audit system
e Attaching non-editable PDF files of audited financial statements and compliance
audits
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eZ-Audit Submitters, selected by your school, are responsible for:

e Reviewing the submission prior to submittal
e Approving the submission via the “Submit to ED” action

What role should my auditor play in eZ-Audit?

You may choose to ask your auditor to serve as a Data Entry User of eZ-Audit. This
means that your auditor can complete the fields in the system and attach the audited
documents in the non-editable PDF format.

Auditors must have a Partner Connect account in order to submit on behalf of your
institution.

If your auditor is not selected as a Data Entry User, you may request that your auditor
send your financial statements and compliance audits to you in the non-editable PDF
format using Adobe Acrobat.

Please ensure that your PDF includes the same signatures that would be presentin a
paper copy.

My auditor, third-party servicer or someone other than the Primary or Secondary
Administrator has been selected to serve as a data entry user and/or submitter.
How do they gain access to eZ-Audit?

Administrators are responsible for granting and managing account access on behalf of
their organization. Primary and Secondary Administrators are generally responsible for
enrolling and managing user access on behalf of their organizations.

What is a Letter of Public Status?

A Letter of Public Status is a letter from an officer of a state or other government entity
confirming that the institution is a Public Institution. Please refer to 34 CFR 668.171(c)
for information.

Helpful Hints for New Users of eZ-Audit

Once you have registered, check your email for your username and temporary
password. When entering your temporary password, we would recommend cutting and
pasting it (highlight only the text ensuring that no extra spaces are included) from your
email notification. This will prevent any errors when entering the password.
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When changing your password, be cognizant of case sensitivity. Remember to have at
least three of the following: capital letters, lower case letters, special characters, and
numbers.

Refer to “Steps to Creating a Complete eZ-Audit Submission” and “eZ-Audit Common
Submission Errors”. These documents can be found on our website at ezaudit.ed.gov.

Is training and technical assistance available?
Yes, step-by-step guides to using eZ-audit are posted online at the eZ-Audit website.

Technical assistance is also available by calling the eZ-Help Desk at 1-877-263-0780 or
by sending an email to fsaezaudit@ed.gov.

What if | can’t remember my username?

If you forget your FSA User ID, click the “Forgot User ID” link on the login page and
enter your email address.

Why is Partner Connect asking me for challenge questions?

This functionality has been added to provide users with the ability to reset their
passwords without having to contact the FSA Partners & School Relations Center.

What if | have more questions?

For questions regarding your eZ-Audit submission you can contact the eZ-Audit Help
Desk at 1-877-263-0780 or by sending an email to fsaezaudit@ed.gov. For questions
related to system access, you can contact the FSA Partner & School Relations Center
at 1-800-848-0978 or FSAPartnerConnectSupport@ed.gov.
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