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eZ-Audit Overview

Frequently Asked Questions...

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 school submits its compliance audit data and summary financial data via
an internet web form (follow this manual for complete instructions).

2. Your school also attaches an electronic copy of your financial statement and
compliance audit in a non- editable pdf format (using Adobe Acrobat).

3. The eZ-Audit system automatically forwards flagged financials and deficient
audits to FSA’s School Participation Management Team for resolution.

4. School Participation Teams communicate 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.
o 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?

. eZ-Audit Institution/Entity Administrator, selected by your entity, is responsible for:

) Registering your entity with eZ-Audit

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

Maintaining security information regarding entity’s users as required

eZ-Audit Data Entry Users, selected by your entity, are responsible for:
Entering data into the eZ-Audit system

Attaching non-editable, pdf files of financial statements and compliance audits
eZ-Audit Submission Approvers, selected by your entity, are responsible for:
Reviewing the submission prior to “submit”

Approving the submission via the “submit” action

O O ®¢ O O ® O

What role should my auditor play in eZ-Audit?
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You may choose to ask your auditor to serve in all roles listed above. It your auditor is not selected as a
Data Entry/Submitter User; you may request that your auditor electronically sends 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, 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.

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

eZ-Audit requires you to attach a non-editable pdf version of your annual submissions. Adobe Acrobat must
be used to create this attachment.

AUGUST 2020
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School Group Submissions

ED considers a school group as a collection of schools whereby a single school within the group
(what ED calls the submitting institution (Locator) or a designated representative (such as a

State Auditor) submits a single consolidated financial statement and compliance audit together to

ED.

The submitting institution (Locator) must be located in the same state/region as the Corporate
Headquarters. If there are no schools located in the same state/region, the lowest OPEID in the group
will continue to be the submitting institution (Locator).

Foreign Schools that submit consolidated (covering more than one OPEID) financial
statements and multiple compliance audits will complete the Compliance Audit
Information, Checklist and Upload pages for each (OPEID) school in the group. The
submitting institution (Locator) can submit for all OPEIDs or the member school can
complete and submit their own information. The member school must be registered (See
Registration Instructions).

School Group Compliance Audit Information Page:
> ABC University
= ODPEID: 12345678
all fields are required.

Our Records currently indicate that this group contains the following OPEIDs:

#If this information is not correct please contact the EZAudit Help Desk at
fsaezaudit@ed.gov

SCHOOL GROUP DATA:

JWWWWWL
23456789 The School Merrillville I h'd
34567891 The School Kentwood MI
NOTE When more than one OPEID is covered ED considers this to be a school group.
The school group should designate one of the OPEIDs as the submitting

institution. The submitting institution registers with the eZ-Audit and does the
submission for all of the schools in the school group. As part of the eZ-Audit
submission, the submitting institution has to complete the Compliance Audit
Information page. This should be done only once, covering all of the schools in
the school group. In answering the questions on the page, the submitting
institution should answer ‘Yes” if the condition applies to any of the schools. For
example, if any of the schools participates in FFEL programs, the answer for the
school group would be ‘Yes'.

If you have additional questions regarding school groups, please send

an email to fsaezaudit@ed.gov or contact the eZ-Audit Help Desk at
1-877-263-0780.
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eZ-Audit Submission Requirements

Effective June 16, 2003, all Title IV participating schools are required to submit audited
financial statements and compliance audits electronically, via eZ-Audit, to the Department
of Education. (Please see May 16, 2003 Federal Register)

When must an institution submit financial statements and/or compliance audit?

All participating institutions must submit financial statements and
compliance audits annually. (34 CFR 668.23)

Foreign For-Profit institutions’ financial statements and compliance
audit is due six months after the end of the fiscal year (34 CFR
668.23).
o All Foreign For-Profit institutions will have to answer a question “Have
you disbursed Title IV funds?” before starting a submission.

** |f your school did not disburse any Title IV funds, then you
answer NO to the question “Have you disbursed Title IV funds?”
and you only have to submit financial statements portion of the
Annual Submission known as “No Title IV Activity Financial
Statement Submission.”

** |f your school did disburse any Title IV funds then you answer
YES to the question “Have you disbursed Title IV funds?” and you
have to submit both financial statements and compliance Audit
portion of the Annual Submission known as “Annual Submission.”

If you are seeking initial participation in the Title IV Program.
o0 Please note that an Application for Approval to Participate in Federal
Student Aid Programs (https://eligcert.ed.gov) should be filed at the
time of your submission.

If you undergo a change in ownership, merger or change in structure.
o0 Please note that an Application for Approval to Participate in Federal
Student Aid Programs (https://eligcert.ed.gov) should be filed at the
time of your submission.

If you wish to be reinstated to participate in Title IV program(s).
o0 Please note that an Application for Approval to Participate in Federal
Student Aid Programs (https://eligcert.ed.gov) should be filed at the
time of your submission.

If your institution closes or loses eligibility to participate in the Title IV
programs
0 Please note that you need only submit a close out 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 institution 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
guestions 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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Welcome to el-Audit

WARNING:

‘You are accessing a UL, Federal Government computer system intanded to be
solely accessed by individual users expressly authorized to access the system by
thz U.S, Department of Education. Usage may be monitorad, recorded, and/or
subject to audit. For security purpeses and in order to ensure that the systemn
ramains available to zll expreszly authorized users, the U.S, Department of
Education rmonitors the systern to identify unauthorized uzers. Anyone using this
system expressly consents to such menitoring and recording. Unauthorized use
of this information system is prohibited and subject to criminal and civil
penalties, Except a5 expressly authorized by the U.S, Department of Education,
unauthorized attemnpts to access, obtain, upload, medify, changs, andfor deleta
informaticn on this system are strictly prohibited and are subject to crimina
prosacution under 18 U.S.C § 1020, and other applicable statutes, which may
result in fings and imprisonmant, For purposaes of this systam, unauthorized
access includes, but iz not limited ta:

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

Anvy access in furtherance of any criminal or tortious act in viclation of the
Constitution or laws of the United States or any State.

If system monitoring reveals information indicating possibla criminal activity,
such evidence may be provided to law enforcement personnel,

| Accept & Continue | §@=

5. Department of Ed 1
Rules of Behaviar A/U
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[
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 eZ-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
eZ-Audit system may bear site-specific identifiers in the address (name@ed.gov). As such, regardless of
disclaimers, users employing ED/FSA e-mail are representing the site and EDYFSA 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.

&
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 ED/FSA 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
eZ-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 EDY/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. Viclations 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 accepbed 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.
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come to ef-Audit

Welcome to the eZ-2udit

website, If you ars registzrad usernams | |
te use this site, pleass entar paszword: ]
your username and password

to login. If you are not 2
registered user plesse refer to
the registration
instructions . If you have
forgotten your password,
pleaze click the forgot
password link, If you have
forgotten your usernams
please contact your Institution
Administrator or the eZ-Audit
Help Desk for support at
[B77)263-0780.

RO

Forgat Password?

eZ-Audit Update: Common
Submission Errors

Frequently Asked
Questions

eZ-Audit Step-by-Step
Guidas

Steps to Creating an eZ-
Audit Submission

Creating_a PDF

Emazil eZ-Audit Help Desk 2t
fsaezaudit@ed.gov

Maintenance - The =Z-4udit
site may not be available
during the hours from Sam-
11am EST every Sunday for
routine maintenance.

*Disclaimer® - Thiz =itz us=s
session cookies, If your
browser does not allow
cockies, or you do not have
cockies enabled, you will not
be able to access this site.
The cookie will nat be stored
on your machine after you
close your browser.

Information Collected from You:
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 er inquiry. FSA& zlzo uses the
information you supply in ather ways to further FSA's mission of maintaining stability 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 alse be shared by FSA with third parties to advance the purpese
for which you provide the information, including other federal or state government agencies. For example, if
vyou file a complaint, it may be sent to a finandal institution for action, or infermation may be supplied to the
Department of Justice in the event it appears that federzs| criminal statutes have besn viclated by an entity
you are reporting to FSA. The primary use of personally identifying information will be to enable the
government to contack you in the event we have guestions regarding the information you have reportad, If
you are concerned about how information about you may have been used in connection with this web site,
or you have questions abour the FSA's privacy policy and information practices you should e-mail us at
webmasterEfsa.ed.gov. Elzctronic mail is not necessarily securs, You zre advised to be cauticus when
sending electrenic mail coNEST Sitd nfidential infarmatien. &s 2n alternative, we advise users to
give consideration to using postal mail. "

Paperwork Burden Statement:
Aceording to the Paperwork Reduction Act of 1995, no persons are required te respond to a collection of
information unless such cellection displays 2 valid OMB contral number. The valid OMBE contrel number for
this information collection is 18345-0072. Public reporting burden for this collection of information is
estimated to average 23 minutes per response, including time for reviewing instructions, searching existing
data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. The obligation to respond to this collection is required to obtain or retain a benefit (34 CFR
558.23; £68.26(b), 34 CFR 500.20(=)erb): 500.20(g)). If you have comments or concerns regarding
the status of your individual submission of this form, please contact U.S. Department of Education,
Federal Student Aid, 830 First Street M.E. Washington, O.C. 20002/Ti Baker

OMB Clearance Number 1843-0072
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 htips://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.
o] Contact the eZ-Audit help desk at fsaezaudit@ed.gov or by calling 1-877-263-0780.

11
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eZ-Audit Registration

All institutions must submit a registration request letter to the Department of Education
in order to gain access to eZ-Audit. If you are a new owner (Merger/Change In
Ownership) please see the eZ-Audit Welcome Page and click on Registration
Instructions for details.

To register, please mail a letter on your school’s letterhead that includes the following:

First and Last Name of appropriate person in authority (e.g. President/CEO/Chancellor)
Signature of person named in #1 above

First and Last Name of eZ-Audit Institution Administrator

Signature of designated eZ-Audit Institution Administrator

e-mail address of eZ-Audit Institution Administrator

Phone number and extension (if necessary) of eZ-Audit Institution Administrator

Fax Number

OPE ID

Fiscal Year End Date

CoNoOGOA~WDNE

If you are a State Auditor, please mail a letter on your state’s letterhead that includes the following:

First and Last Name of appropriate person in authority

Signature of person named in #1 above

First and Last Name of eZ-Audit Institution Administrator

Signature of designated eZ-Audit Institution Administrator

e-mail address of eZ-Audit Institution Administrator

Phone number and extension (if necessary) of eZ-Audit Institution Administrator
Fax Number

Fiscal Year End Date

Attach list of all schools covered in the Statewide Audit. The list should include the
name of school and OPE ID.

©CoNoORA~ONE

Note: This data is requested for information purposes only, and will help eZ-Audit provide
better Customer Service.

How will | receive my registration confirmation and eZ-Audit Institution Administrator user ID
and password? Your registration confirmation and eZ-Audit Institution Administrator user 1D
and temporary password will be sent to the email address provided in the registration request
letter that you mailed to the Department of Education.

You will receive two registration confirmation emails. The first email from eZ-Audit 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 from eZ-Audit.

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 internet browser, and

12
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when the eZ- Audit login screen appears, type in the user name and temporary password you
received through email from eZ- Audit.

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 I need to change my Institution Administrator?

To change your Institution Administrator a new registration letter, following registration
instructions, must be submitted. The new Institution Administrator will receive a username and
password within 48 hours of receipt.
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Login
After typing in the URL htips://ezaudit.ed.gov in your Internet browser, the “Welcome to eZ-
Audit” screen below should appear:

[
STUDENT AID

WwWelcome to e -Audit

Wisicome to the e -AuoR webste. IT
Yo ErE regeRlered o e The site,
PhOSte SNLET YO Ukernarme and
Ppliteord tO logan. IF ywou Gre NOt &
EpERRETED LNeY Disade refer Lo the

AR TG
This s & Wy RtET AYELETTYE A
Thee D g of Officiad U.S. Goverrement nfiormataen only. All dats contered on Departrnent
of Bdloc el = Ery T Deppuerirreesd of §ohscaiopn aned My D mondored,
leroepbed, e o o b arvy il e i vy By suThorised
parsonnsl. THERE IS MO RIGHT OF PRIVALY IN THIS SYSTEM. System peraonnssl My give 1D L
enforcement offciaés Sy wvidence of Ccrimss fownd on oMt Ty BT

off theeir official oy The may aiso be shared by FSA with thed partes. (o adviance The Durpose
hmmmmmmmmwwmw For euarmple_ i
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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 institution’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.

15
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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:

In order to use our automated password reset; you are required to select
two (2} challenge gquestions and provide the answers to each. Flease note

that the answers are case sensitive and will not be visible as you type
them.

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

your Home Page. If you wish to view or modify your Challenge
Questions/answers please go to the My Profile page,

:—Select— v! e
E—Select— v| | 0

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

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 where 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?

16
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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.

B TCHALLENGE QUESTIONS ™

Choose from the following drop down menu.

| In which month was your mother born? || |

[What is your child's middle name? v | | |

5 AVE RESET

1. 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.
2. Click the RESET button to cancel entries and begin again.

AUGUST 2020
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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:

STUDENT A!l)

Update My Profile
@

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
sddress in the Email Adress and Re-Type Email Address fields. If no chanae is
made to the email address, the email address password will not change.

First Name: [p |

Last Name: !fIX

|
Email Address: [Prod@fixcom |
|

Re-Type Email Address: |

Office Phone: [1234567890 | st [ |

Fas: [

SNECHAN CEP AT

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

The password must be & - 15 characters in length and must include at least 3
of the following types of characters: uppercase lstters(A-2), lowercase letters
{a-2), numeral values(0-9) and special charactersi=<,=,?,$, stc.).

New Password: |

Re-type New Password: | |

1. Type in your new password.
2. Re-type in your new password.

NOTE The password must be 12-40 characters in length and must include uppercase,
lowercase letters and numeric values. Each password shall contain each of the

following four types of characters: English uppercase letters (A-Z). English
lowercase letters (a-z). Westernized Arabic numerals (0-9). Non-alphanumeric
special characters (such as !, @,#,$,&,*). 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 Help Desk at 1-877-263- 0780.
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Forgot Password

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

- —
FS A B AUDIT

EEDERAL
STUDENT AID

Welcome to eZ-Audit

: EFIUSER COGIN
Welcome to the eZ-Audit 1 e s —
website, If you are registered to
use this site, please enter your [
username and password to login. | — passward » |
If you are not a registered user | -
please refer to the registration
instructions . If vou have
forgotten your password, please
click the forgot password link. If |
you hawe forgotten your ‘

username > |

]

203 Bn s e el EE”

Forgot Password? 4—@

username please contact your
Institution Administrator or the
eZ-Audit Help Desk for support at :
(277)2632-0780, | st

eZ-Audit Update: Common
Submission Errors —

Frequently Asked Questions

Steps to Creating an eZ-Audit
Submission

Creating a PDF

Email eZ2-audit Help Desk at
fsaezaudit@ed.qov

Maintenance - The ez-audit site
may not be available during the

hours from Sam-11am EST every
Sunday for routine maintenance.
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By clicking on “Forgot Password?” link, the Password Reset page should appear
requesting your user information:

JS
FEDERAL

STUDENT AID
PASSWORD RESET

B UC PR TNEORIRTION

@-—-}D Check here if you are an institution user
Username: | i 4_@

@DP;%J| —testie—(5) | @

U, &, Department of Education

1. Click on the check box to indicate that you are an institution user.
2. Enter your username.

3. Enter the OPEID of your institution.

4. Click the SUBMIT button. This will take to the Password Reset page with the challenge questions.
5. Click the RESET button to cancel current entries and begin again.
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Challenge Questions

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

JS
FEDERAL

STUDENT AID

PASSWORD RESET _

[ ) RINFORMA ()
Flease answer the following questions to successfully reset your
password,

What month was your mother | |
born in?:

What is your favorite color?: | |

O e (73

U, 5, Departrment 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.

whNh e

21
AUGUST 2020




FederalStudentAid \ PROUD SPONSOR o

An OFFICE of the U5 DEPARTMENT ¢f EDUCATION

Step-by-Step Guide to Using eZ-Audit for Foreign Private Schools

Logout
If you clicked on the LOGIN button from the page above, this will bring you to your institution’s
homepage. The screen below should appear with your institution’s name:

FEDERAL
STUDENT AID

) Home Page 1
B/ TCREATE ANNUE A, N » ABC Universi . OPEID 12345678

ol ® EYE 04/30/ 9 Annual
Submission
DTHER SUE M Fuile ATTON
* Your Fiscal Year End 04/30/2019 Annual
* Cregte Merger/Change in Submission is overdue.
Qwnership Submission * Your Fiscal Year End 04/30/2020 Annual

Submission is due on 10/31/2020.

= Change Fiscal Year End Date . -
Change Fi * Your Reinstatement Submission submitted on
* Create Closeout Audit Submission 06/23/2020 11:22:51 is under FSA review.

*Cp in n ibmissi
* Create Stub Audit Submission
= Submit Additional [nformation

ADMINISTRATION

* Update My User Profile
* View Institution Profile
OTHER LINKS

* Deot. of Education
* Schools Portal

1. Tologout 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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eZ-Audit Logout

Thank you for using eZ-Audit, you have been logged out.

Click here to log back inﬂ—@

2. 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 institution’s eZ-Audit homepage. The screen below should
appear with your institution’s name:

FSA

FEDERAL
STUDENT AID

Home Page

W/ TCRERTE ANNUA 1) N » ABC University . OPEID 12345678

* Create FYE 04/30/2019 Annual
Sybmission

_f& OTHER SUR ON @ruite ATION
*Your Fiscal Year End 04/30/2019 Annual
* Cregte Merger/Changs in Submission is overdue.
Qwnership Submission * Your Fiscal Year End 04/30/2020 Annual
& A Submission is due on 10/31/2020.
Lhange Fiscal Year End Date * Your Reinstatement Submission submitted on
* Create Closeout Audit Submission 06/23/2020 11:22:51 is under FSA review,

*Cr in nt Sybmissi
* Create Stub Audit Submission
= Submit Additional Information

MW HSTORCAL SUBMISSIONS )

ADMINISTRATION 1
* View [nstitution Profile
OTHER LINKS

* Schools Portal

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.
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If you clicked on the underlined text “Update My User profile” on your institution’s homepage, the
screen below should appear:

Update My Profile

i e " OB ATION
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 Email Adress and Re-Type Email address fields, If no change is
rmade to the email address, the ermail address password will not change.,

First Name: IInstitutiDn

Last Name: |User1

Email Address: |user1@n0npr0.edu

Re-Type Email Address: |

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

Fax: |

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.

The password must be & - 15 characters in length and must include at least 3
of the follawing types of characters: uppercase letters{a-2), lowercase letters
{a-z), numeral values{0-9} and special characters{=,>,7,%, etc.), The
password must be dissimilar from yvour previous & passwords,

Old Password: | |

New Password: | |

Re-type New Password: | |

B OCHATTENGEOUESTTO NS

Choose from the following drop down menu.

|Whatmonth wias your mother born in® VI |

|Whatis wour favorite colar? Vl | |

VR ) e RESELw)
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Take a moment to review the information on this screen for accuracy. If
NOTE 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 JCH AT ENGE QUESTIONS ™

Choose from the following drop down menu.

IWhatmDnthwas_}._fDurthhert:u:nrn in? VE ! c
|Whatis wour faworite 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 you type
them in.

oakwhE
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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:

(S ie s —
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.

The password must be & - 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 valuesi{0-9) and special characters{=,=,7,%, etc, &
password must be dissimilar from your previods 6 passwords,

old Passwaord: I @

Mew Password: I %

3
Re-type Mew Password: I p

sty kst s—(5)

Type your old or temporary password.

Type your new password.

Retype your new password.
0. Click the SAVE button to ensure all changes are successfully captured by the system.
1. Click the RESET button to cancel current entries and begin again.

RBE oo~

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

the following: Uppercase, lowercase letters and numeric values. Clicking the
SAVE button ensures all information has been saved by the system. Please note
that the system will automaticallv prompt vou to change vour 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.

|3 o Audd Web Site - “crosoll Inbernet Eaplorer

Fle ER View Favortes Took Help
by - QD A Quewch afwotes Py D DM JE R DR
_Hdi b&sﬂ{u}.‘\m.m;ml .

A

FEDERAL
STUDENT ALD

U - » N [l i OPEID 12345670

Submission

*Your Fiscal Year Cnd 04/230/3012 Annual
o Create Merger/Changgin Submission i orerdue
Dwngrghio Submiggion * Your Fiscal Year End 04/20/2020 Annual
. ® isgion is dee on 10/31/2020
Chanos Frical Year End Date ( : ‘r-ﬁlnﬂilﬁﬂ“i"! Submisgion gubmitted on

2020 112251 is under FSA review

ADMINISTRATION

* Undate My User Brofils
* Yiew Institytion Profile

OTHER LINKS

* Reot. of Education
* Schools Portal

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

8 » Universidad
B compliance Audit - oPeID: 012345678

Error{s):
By * You have not corrected errors on the Financial Statement. Statement of Financial Position Data. Primary:
Rload Attachments

g Reserve or Equity or Mer Income ratio (Non-Profir), Compliance Al nformation. Checklist, Upload
mi 1 " 1 . 2
S Attachments page{s). Please go back and correct all errors prior to submitting to the Department of Education.

FEDERAL
STUDENT AID

+Fingncial Stotements Info Paga +Primary Reserve Ratio Data

Primary Reserve Ratio Information
Error{s)

Field: Secured and Unsecured related party receivable is required and cannot be left blank
Field: Unsecured relate
Field: Unsecured other related party assets is required and cannot be left blank

Field: Property, plant and equipment, net (includes Construction in progress and Capital leases) is required and

cannot be left blank

NOTE The eZ-Audit system does not allow punctuation marks in the fields. For example, “$”

party receivable is required and cannot be left blank

e Field: Net assets without donor restrictions is required and cannot be left blank

« Field: Net Assets with donor restrictions is required and cannot be left blank.

» Field: Annuities with donor restrictions is regu | cannot be left blank

= Field: Term endowments with donos r

+ Field: Life income funds with

« Field: Ne s with donod i s required and cannot be left blank
e Field: Ne = with dowor tions: Other for purpose or tim uired and cannot be left blank
.

.

.

.

dollar, “:"colon and “,” comma signs input into the system will result in an error
message. All fields on the Statement of Financial Position and Statement of Activities
must be completed. Enter zero (0) for any null/non applicable responses. When
entering auditor TIN do not use hyphen.
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Manage Users

Types of Users and Responsibilities
1. The ezZ-Audit Institution Administrator, selected by your school, is responsible for:
0 Registering your school with eZ-Audit
o Providing/managing access to data entry and submission approval
personnel, as identified by your school
0 Maintaining security information regarding schools’ users as required
2. The ez-Audit Data Entry Users, selected by your school at registration are responsible
for:
0 Entering data into the eZ-Audit system
o0 Attaching non-editable, pdf files of audited financial statements and compliance
audits
3. The eZ-Audit Submission Approvers, selected by your school, are responsible for:
0 Reviewing the submission prior to “submit”
0 Approving the submission via the “submit” action

Institution Administrator Homepage

To log into the eZ-Audit system as your institution’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:
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@ AUDIT_HOME |~ MANAGE USERS | c0 HELP_| [ LOGOUT

Home Page \ @

FEDTERAL
STUDENT AID

-7

= Create FYE 06/30/2019 Annual
Submission

J@mmmumumm___L - NOTIEICATION
= ¥our Fiscal Year End 06/30/2019 Annual
= Create Merger/Change in Submission is overdue.
Ownership Submission = your Fiscal Year End 06/30/2020 Annual
Submission is due on 12/31/2020.

3 ABC University * OPEID: 12345678

= Change Fiscal Year End Date

= Create Closeout Audit Submission

= Create Reinstatement Submission

= Create Stub Audit Submissicn

= Submit Additicnal Infermation

EW_HI RICAL MISS|ON

ADMINISTRATION

= Update My User Profile
= View Institution Profile

OTHER LINKS

= Dept. of Education
= Schools Portal

1. The MANAGE USERS button should be displayed if you have administrator’s
rights to this system. Click on it to perform any of the manage 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 institution. 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:

-P§‘
FEDERAL
STUDENT AID

Manage Use

»» ABC University OPEID: 12345678

_I A 0

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.

Add User

O E TR E O R L

O 1

Fields denoted byw an asterisk (%) are required.

First FName: |

Last MName: = |

OPEID: F7FsSsS9900
Email Address: == |

Re-Type Email address: *l

Office Phone: > | et |

Fax: |

(s ey

— Data Entey

I Submitte r

=] SER ESE

Complete all required fields providing the name and contact information for the “New User”.
Do not forget to specify the New User’s role(s) (see “Manage Users” for role definition).
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.

akrw
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NOTE

AUGUST 2020

Each registered institution’s administrator will have the capability to add or delete
a user for their institution. When a new user is added, the user will receive 2 email
notifications, one containing their username and the other containing the user’s

temporary password.
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Institution Profile
This is a sample of what an institution’s profile page should look like. Institutions should

confirm that the information is correct.

FEDERAL
STUDINT AID

| N » ABC University
OPEID: 12345678 —
L] -n.n m E:llﬂ"ﬂ Ay ]
Suboragon

1. To view the Institution Profile, click on the Institution Name:

Each Institution Profile can be viewed from Home page and any submission

NOTE Page when clicked on the Institution Name.
] Changes to the Institution’s Profile can only be made via the eAPP. School group listings are
also listed on this page. If there is a discrepancy with the school group listing please contact the

eZ-Audit Help Desk at1-877-263-0780.
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FSA

FEDERAL
STUDENT AID

aZA omy sttt el

Institution Profile

" University, School of Hodul\nl OPEID: 12345678

The information on this page i read-only. If amy informabion below I8 incormect. phease go to the Degartmant of

Ecucation's Agglaation to Particoate i Fecery Student A Programs (ehgg] Webste to update.
- P Uneversity,

School of Medione
Type of Institution: Private
Address: University Centre
Address:
Gity: University
State:
Zip/Postal Code:
Phone Number:
Fax Number:
TIN:
DUNS Number: 384723767
Tithe IV Eligibility Status:
Title IV Eligibility Date: 11/29
Fiscal Year End: (630
President: Or G
President Email: ezauditest@eollabralink.com
Financial Aid Admin: Ms Duane

-
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FAA Email: ezaudittest@eoollabralink.com
Primary Accreditation
Org.:
Other Accreditation Org.:
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Historical Submissions
This page provides a history of the institution’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.

FEDERAL
STUDENT AID

*  ABC Universit OPEID: 12345478

Fiscal Year End Submussion Type Submission Date Institution Type
» N/A Change in Fiscal Year End 05/08/2020 Foreign For-Profit
» 04/30/2019  Annual 05/21/2020 Foreign For-Profit

1. To view a historical submission, click on the type of submission link.
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Funding Gateway Question

The user will be asked about the type of funding before proceeding to the corresponding
submission.

Based on DL Student Account Statement (SAS) Disbursement Detail on Demand
Report from COD web, identify your funding total for the fiscal year.

FEDERAL y
STUDENT AID

FSA Title IV Activity

» ABC University
« OPEID: 01234567

Based on DL Student Account Statement (SAS) Disbursement Detail on Demand Report
from COD web, identify your funding tokal for the fiscal year.

$0 (No Funding)

$1 to $499,999.99

$500,000 to $2,999,999.99

$3,000,000 to $9,999,999.99

$10,000,000 and more

SUBAIL., —CANCEL. RESET,

a. Foreign Private Funding Received $0 (No Funding)

e When the user hovers on $0 (No Funding radio button) to the initial gateway

question, the system will display the following as a hover message before the user
selects the radio button.

“You are required to submit No Title IV Financial Statements (home country) for FYE
mm/dd/yyyy and Compliance Audit Report is not required”
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STUDIENT ALD

w ABC University
» OPEID: 01234367

s

_$0 (No Funding)

_%1 to $499,999.¢

_$500,000 to $2,999,999,99

53,000,000 to $9,999,999.99
£10,000,000 and more

=Bl wlAMCEey AL

e When the user selects the radio button and hits submit button, the system should
navigate the user to the No Title IV submission page. (Please see reference to
Non-Title IV Submission)

b. Foreign Private Funding Received<500,000($1-$499,999.99)

- Financial Statements (Non-Exception)
- Compliance Audit (Alternative or Standard Engagement CA Report)

¢ When the user hovers over $1-$499,999.99 to the initial gateway question, and if their
previous (most recent) submission was NOT a New Institution submission, then the
system will display the following as a hover message before the user selects the radio
button.

“You are Not required to submit a financial statement, however, required to submit an
Alternative or Standard Engagement Compliance Audit Report for FYE mm/dd/yyyy”
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FSA

FEDERAL
STUDENT AID

FSA Title IV Activity

w ABC le!n

» DOPEID: 01234567
Eased on DL Student Accaunt Statement )i 2 Detail on Demand Raport
from 00D vigh, identify your funding tatal for the fiscal yea

_50 (No Funding)
_51106499,999.99  VYou are not required to submit a Financial Statement, however, required to submit an Altemabive or

=i ikp

$500,000 to $2,99. ... .. Standard Engagemnent Compliance Audit Report for FYE 04/30/2020

_$3,000,000 to $9,999,999.99
_5$10,000,000 and more

Sl Gl RERT

e When the user selects the radio button and hits submit button, the system will navigate
the user to submit Annual Compliance Audit Report and upon submission, system will
display the following message on school’'s homepage.

“Your Compliance Audit Report has been received by the Department of Education for
FYE mm/dd/yyyy and No submission of Financial Statement is required”

c. Foreign Private - Funding Received<500,000 ($1 to $499,999.99)
- Financial Statements (Exception)

- Compliance Audit (Alternative or Standard Engagement CA Report)

¢ When the user hovers over the funding level <500,000 ($1 to $499,999.99) to the initial
gateway question, and if their previous (most recent) submission submitted was a
completed New Institution submission, then the system will display the following as a
hover message before the user selects the radio button.

“You are required to submit the home country financial statements for fiscal years
included within the initial provisional period, i.e., prior to your first re-certification, for
any volume level and an Alternative or Standard Engagement Compliance Audit
Report for FYE mm/dd/yyyy.”
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FSA 5

» ABC University
Bazed o= 05 Student Atcounl Slatesers SA%. Dishyrpaiment D=pl gr Dwrmand flapod
s LO0 sal_identlly yuur Sundog tatal fal the Dol i

$0 [ Mo Vunding)
$1 1o $499,999.99 You are required to submir the homw counery Ainanoiad statements for fiscal pears mchudied wattun the minad
_S500,000 to $2,99_,___ provisional penod, Le pooy B0 pour st re-certlicalion, for any woderme kv

_51,000,000 to §9,999,999.95
_§10,000,000 and mare

dVBMG, RN, pLA].

e When the user selects the radio button and hits submit button, the system should
navigate the user to the annual submission page. (Please see reference to Financial
and Compliance Submission)

d. Foreign Private - Funding Received between 500K<3M (2.999,999)

e When the user hovers over the funding level 500K<3M (2.999,999) to the initial
gateway question, then the system should display the following as a hover message
before the user selects the radio button.

“You are required to submit the home country financial statement and a Standard
Engagement Compliance Audit Report”
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STUDENT ALD

DL Student Account Dabursamant Detail on Demand Report

from COD vegh, dentify y tekal for th figcal yaar,

_$0 (No Funding)

_%1 to $499,999.99
_$500,000 to $1,999,999.99 rou are réguired to submit the home country Financial Statement and a Standard Engagement Compliance

—43.000.000 to §9.999.999.5, Audit Report

_$10,000,000 and more

When the user selects the radio button and hits submit button, the system will navigate to
the applicable Financial Statements and Compliance Audit Report submission page.

(Please see reference to Financial and Compliance Submission)

Foreign Private - Funding Received between 3M<10M (9,999,999)

e.
When the user selects the funding level 3M to<10M to the initial gateway question, the system
will display the following questions for FINANCIAL STATEMENTS:

“Has your institution provided a US GAAP/GAGAS audited financial statements for
either of the preceding two Fiscal year ends?” Yes/ No (radio buttons)
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FSA Title IV r’\[{]'{ll‘_{

» ABC Univarsity
+ OPEID: 012343587

Based on DL Student Account Statement (SAS) Disbursement Detall on Demand Report
from COD web, identify your funding total for the fiscal year.

$0 (No Funding)
§1 to §499,999.99

$500,000 to $2,999,999.99
$3,000,000 to $9,999,999.99

Has your mstitution provided a US GAAP/GAGAS audited financial statements for
either of the preceding two Fiscal year ends?

No Yes

$10,000,000 and more
~SUPMA.  LANCEL. REEL..)

o If the user hovers over No, the system will display the following as a hover message

before the user selects the radio button.

“You are required to submit financial statements (US GAAP/GAGAS and
home country) and a Standard Engagement Compliance Audit Report”
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Basad on DL Student -u- "‘.‘.‘:‘.‘.a’n"'\a"'_ SAS ‘.E"\ rgement Datad cn Demang Report
from COD wab, identify your funding total for the fscal vear
_50 (No Funding)

_51to §499,999.99
_5$500,000 to §2,999,999.99

¥ 23000000 to §9.999 999.99

Has yvour institubion provided a US GAAP/GAGAS audited Finannal statements for

githes of the preceding two Fiscal vear snds?

Y No You are required to submit financial statements (US GAAP/GAGAS and home country) and & Standard
Engagement Compliance Audit Report

_5%$10,000,000 and more

B, AN, ARSI

e When the user selects the radio button and hits submit button, the system
will navigate to the applicable Financial Statements and Compliance Audit
submission page. (Please see reference to Financial and Compliance
Submission)

e If the user hovers over Yes, the system will display the following as a hover
message before the user selects the radio button.
“You are required to submit only the home country financial statements and
a Standard Engagement Compliance Audit Report.

o If the user selects the radio button Yes, the system should display the following
guestion: “Are you still submitting US GAAP/GAGAS financial statement for this
current FYE?” Yes/ No (radio buttons)
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FEDERAL /
STUDENT AID

FSA Title IV Activity

» ABC University
« OPEID: 01234587

Based on DL Student Account Statement [SAS) Disburgement Detail gn Demand Regort

from COO wieb. dant ."*‘-_-,(. sr funding tokal for the Fiscal B

_50 (No Funding)
_51 to $499,999.99
~$500,000 to $2,999,999.99

¥ _$3.000,000 to $9,999,999.99

Has your institution provided a US GAAP/GAGAS audited financial statements for

gither of the preceding two Fiscal vear ends?

No_ ™ Yes VYou are required to submit only the home country financial statements and a Standard Engagement
Compliance Audit Report

AS finano. rrent FYE?

510,000,000 and more

Ml wbBliGhhe, Bl

= If the user hovers over No, the system will hover over the following message before
the user selects the radio button

“You are required to submit only the home country financial statement
and a Standard Engagement Compliance Audit Report”
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FEDERAL
STUDENT AID

FSA Title IV Activity

» ABC Universty
. OPEID: 0124567

Basad on DL Stodent Accourt Stybamaet (SAS) Dishurgament Distadd on Demgng Recort

frien COD vab, identify your funding total for the fiscal year.
_50 (No Funding)
_$1105459,999.99
_5500,000 to 5§2,999,999.99
¥ 300000010 $9.999.999.99

Has your instdubion proviged 3 US GAAPIGAGAS auded fmancal siatemerts for
: her of 'h: Q':.'g" ;'.; it Feesa .::-’ gt 47
No_ * Yes

Are you gtil submiting US GAAP/GAGAS fingnoial statemant for this yment FYE?
Y No  You are required o submit only the home country financiel statement and a Standard Engagement
Compliance Aucit Report

_510,000,000 and mare
WML, SANCEL.  AEHT

e  When the user selects the radio button and hits submit button, the system will
navigate to the applicable Financial Statements and Compliance Audit submission
page. (Please see reference to Financial and Compliance Submission)

" If the user hovers over Yes, the system will hover over the following message
before the user selects the submit button
“You are required to submit financial statements (US GAAP/GAGAS and
home country) and a Standard Engagement Compliance Audit
Report.”
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FRA

FEDERAL
STUDENT AID

FSA Title IV Activity

= ABC Univaraity

* OPEID: 01234567
Banad an [ Srudemt Ascount Statamant (SAT] Ditbyriament Datpil on Demand Rasert
froen COD wih. demtiy your funding oty for the figeal yaar

_50 (No Funding)
_%1 1o $499,999.99
_$500,000 to $2,999,999.99

* _$3.000,000 to §9,999,999.99

i r mstitut prowrded y i
gither of the preced ';tnF,.a vEbr ends?

_Nud_ * Yes

Are oy st submittng US GASP/GAGAS finanoal statement for this curmrent FYE?

No_ ™ Yes You are required to submit financial statements (US GAAR/GAGAS and home couniry) and & Standard
Engagement Compliance Audit Report

_5$10,000,000 and more

—SUBMIL,  CANGEL, REAT.,

e When the user selects Yes and hits the submit button, the system should navigate to
the applicable Financial Statements and Compliance Audit submission page. (Please
see reference to Financial and Compliance Submission)

f. Foreign Private - Funding Received >10M

e When the user hovers over the funding level >10M to the initial gateway question, the
system should display the following as a hover message before the user selects the
radio button.

“You are required to submit the home country financial statement, US GAAP/GAGAS
and a Standard Engagement Compliance Audit Report”
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FEDERAL
STUDENT AID

FSA Title IV Activity
» ABC University
« DPEID: 01234567

Based on DL Studgnt Account Staternent (SAS| Disbursement Detail on Demand Report
from COD web, identify your funding tokal for the fiscal vear.

_$0 (No Funding)
_51to $499,999.99
_5$500,000 to $2,999,999.99
_$3,000,000 to $9,999,999.99
* _$10,000,000 and more You are required to submit the home country financial statement, US GAAP/GAGAS and a Standard
Engagement Compliance Audit Report

AL EANCEL, BESL

e When the user selects the radio button and hits submit button, the system should
navigate to the applicable Financial Statements and Compliance Audit submission
page. (Please see reference to Financial and Compliance Submission)
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FSA Annual Submission Financial Statements

To complete your institution’s annual submission, complete the LOGIN step. This will take
you to your institution’s eZ-Audit homepage. On the upper left-hand side of the page, you
will see a section “Create Annual Submissions”. Please check to see that the FYE on the
link matches the FYE of the submission that you wish to create. If it does not, please
contact the help desk at 1-877-263-0780 so that this problem can be rectified. Please note
that submissions created on the incorrect link cannot be accepted. If the link for the correct
FYE appears, click on the underlined text “Create FYE Annual Submission” and then the
screen below should appear with your institution’s name:

NOTE If you are submitting for a school group (your financial statements covers

more than one OPEID) only one institution (OPEID) in the group should
be used to satisfy the reporting requirement for all institutions that are
part of the school group. Remember, do not use commas or other
punctuation and place a “0” in any fields with a null value.

a. When the user selects Funding Received $0 (No Funding) the system will display the
No Title IV Activity Submission Financial Statement page.

FSA

FEDERAIL
STUDENT AID

@ AUDIT HOME | (L SEARCH | 1 NSTITMTION HOME |7 REFORTS | 1 LOGOUT .

B Finzncial Statements » ABC Universi

B complsteness Chacklist = OPEID: 12345678
B Upload attschments
B Submit Al fields are required,

1. Indicate the Period Audited (mom/dd s

Begin Date: |9/01/2018
End Date: | 08/31/2019

2. Review Auditor Information:

b. When you user selects the funding level other than $0 or $1- $499,999.99, then the
Financial Statement Information page will be displayed.
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FEDERAL
STUDENT ALLY

FSA Annual Submission i ETATEME

0 Einancial Statements = ABC University
B Compliance Audit _OPEID; 115678 —
B Compleraness Checklist

Al figlds are regured

0 Uglead Agachments
1. Indicate the Period Audited [mm/dd/ yyyy ) /

B Sybmiz
Begin Dabe: |S/01/2013 :
@mﬂ-- |C#/30i2019 |
2. Review Auditor Information: \
Escorda Indicals your Current Auvdibor Ia: Tssl FSDiO57500C @
Is this information correct®; 3 ¢

Enter Audibtor's TIN
{Optional): |
Auditor's Name=-: |

Auditar Firm Names: |

Address 1=z |
Address 2 [Optional): | |
City=s | | /

State (Optional): | |

Country=: |~ Select 8 Country -
1

Phone 8= |

Fax & [Optional): |
Email Addrass=: |

3. Opinion Typs———— @

| = Selact an Opinon Type == T |

Y auditor’s apinion letter or in the notes to the financial statements?

a 4. Is a going concern explanatory paragraph included in either the
YES HO

@\ 5. Enter Financial Statement Data
—— )
Are you submirting annual financial statements with the supplemental schedule

secording to the new formart per Borrower Defense Regulations?

YES N
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Confirm that 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 information on file with the Department of Education.

If the auditor’s information is correct, select Yes . If incorrect or new, please select NO

and update auditor information.

Auditor’s TIN is optional unless the country is United States. Please enter the

state’s Tax Identification Number (TIN) if this information is incorrect or missing.

DO NOT USE HYPHENS.

7. Refer to Section | — Summary of Auditor's Results in the Schedule of Findings and
Questioned Costs of the annual Uniform Guidance report.

8. Refer to Part Il, Question 2 of the Federal Audit Clearinghouse Data Collection Form
SF-FAC (3-20- 2001).

9. Choose “YES” or “NOQO” if the Financial Statements are presented with the

Supplemental Schedule according to the new format per Borrower Defense

Regulations.

If “Yes” is chosen for the financial statements according to the new format per

Borrower Defense Regulations, the following links will appear:

S S

o

5. Enter Financial Statement Data

Are you submitting annual financial statements with the supplemental schedule
according to the new format per Borrower Defense Regulations?

YES MO

a B = Primary Reserve Ratio

Equity Ratio

Met Income Ratio «— @ A

10. Primary Reserve Ratio — (see section on completing the PRIMARY RESERVE RATIO).
11. Equity Ratio — (see section on completing the EQuUITY RATIO
12. Net Income Ratio — (see section on completing the NET INCOME RATIO).
If “No” is chosen for the financial statements according to the new format per
Borrower Defense Regulations, you the following links will appear:
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5. Enter Financial Statement Data

Are you submitting_annual financial statements with the supplemental schedule
according_to the new format per Borrower Defense Regulations?

YES NO

@ ~ ——Skatement of Financial Position
.H Statement of Activities

: CAHL’.EL .ﬁ.\"E SAVE anp PROCEED,

13. Statement of Financial Position — (see section on completmg the STATEMENT OF
FINANCIAL POSITION).
14. Statement of Activities — (see section on completing the STATEMENT OF ACTIVITIES).
15. Click the CANCEL button to erase/deletes all entries since the last time you saved
your work.
16. Click the SAVE button to ensure all entries are successfully stored by the system on this page.
17. Click the SAVE and PROCEED button to go to the Compliance Audit Information page.
This is the next stage in the submission process.

NOTE Do not leave any field blank.

PRIMARY RESERVE RATIO

If you clicked on the underlined text “Primary Reserve Ratio” on the Financial Statements page, the
screen below should appear. This page can also be reached by repeating the LOGIN step. This will
take you to your institution’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 “Financial Statements”, and
then choose “Yes” for question #5 (according to Borrower Defense Schedule), and then click on the
underlined text “Primary Reserve Ratio” on the lower part of the page. The screen below should

appear:
NOTE All data entered on this page should come directly from the financial responsibility
supplemental schedule, statement of financial position, and/or notes that will be

attached with your submission. Remember, do not use commas or other punctuation
and place a “0” in any fields with a null value. Because the system times out every 30
minutes, it is advisable to print these screens out in advance and prepare your answers
on paper, then when you return to the system, you simply have to type in the figures.
Alternatively, click save at the base of this page if you need more time, while this will
return error messages if the work is not complete, it will save your work and start the
30-minute clock again.
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v Financial Ststements Into Hage s Bnimary Heserve Hatio Uats

Primary Reserve Ratio Information

Al fields are required

i’rimary Reserve Ratio:

gpen_dahle Mat Assets

Met assets without denor restrictions: 3

@,/PNet Assets with donor restrictions: 3

Annuities with denor restrictions: 3|

@——-}TE'T' endowments with denor restrictions: %
Li

ife income funds with denor restrictiens: g

®/y Net assets with donor restrictions: restricted in perpetuity:

Net assets with donor restrictions: Other for purpose or time: 3§

Secured and Unsecured related party receivables: §
____» Secured and Unsecured related part .

Unsecured related party receivables: 3
_— > Unsecured other related party sssets: §

Property. plant and equipment,_net (includes Construction,|
in progress and Capital leases): =

Property,_plant and equipment - pre-implementation {includes
Capital Lezses)

Property, plant and equipment - post-implementation with
outctanding_ debt for orginal purchase (indudes Capitald]
lezses

__y Property, plant and equipment- post-implementation without |
cutstanding debt for original purchase: ™

Construction in Process: 4

.\b Lease right-of-use asset, nat: 3|
Lez=e right-of-use asset pre-implementation: 3

Lease right-of-use ssset post-implementation: 3

Intzngible assets: £

—b Post-employment and pension liabilities:

Long-term debt - for long term purposes: 3

____ ¥ Long-term debt - for long term purposes pre-implementation: &

Long-term debt - for lo ng t=nm purposes post-implementation: 3

\> Line of Credit for Construction in Process: 3§

Lease right-of-use asset liability: 3|

Pre-imglementation right-of-uze leases lisbilities: 3

Post-implementation right-of-use leases lizbilities: &
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Total Expenses and Losses:

—— p Total expenses without donor restrictions - taken directly from,
A Statement of Activities: ™

MNon-Operating_and Met Investment |

‘ ﬂut'“r components of net periodic pension costs:

Change in value of split-interest agresments:

Met investment losses: 3 4—”@
Pension - related changes other than net pericdic costs:

@ _p wCANCEL.| o SAVE_) SAVEanDPROCEED,) F;QDPEUCEED‘\@

Please review the final regulations that were published on September 23, 2019
(https://ifap.ed.gov/federal-registers/fr092319) that in part establish new Financial
Responsibility requirements for requirements for the elements of the composite score.

é

v
[}
o
1]
]
I
]
4
|
i

L

Also, please review the Electronic Announcement posted on April 9, 2020
(https://ifap.ed.gov/electronic-
announcements/040920FinancialResponsibilityQuestionsAnswers) for additional guidance on
the new Financial Responsibility requirements.

The Department intends to supplement the above Electronic Announcement with Q&A’s on
other Financial Responsibility issues, as needed, please review the IFAP website
(https://ifap.ed.gov/) for additional guidance.

Primary Reserve Ratio Information
Expendable Net Assets:
1. Net assets without donor restrictions — This is taken directly from the
Statement of Financial Position.
Net Assets with donor restrictions — This is taken directly from the Statement
of Financial Position.
Annuities with donor restrictions
Term endowments with donor restrictions
Life income funds with donor restrictions
Net assets with donor restrictions: restricted in perpetuity
Net assets with donor restrictions: Other for purpose or time
Secured and Unsecured related party receivable- This should be the
total of related party assets included in assets on the Statement of Financial
Position. This number is not used to compute your composite score, it is
53
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10.
11.

12.

13.

14.

15.

16.

17.

18.

19.

20.
21.

22.
23.
24.
25.

26.

27.

just the total amount disclosed in the financial statements and notes to
ensure that all related party amounts have been identified in the financial
statements. See 34 C.F.R.§ 668.23(d). Only the amounts included in lines
9 and 10 are used for the related party adjustment in the composite score.
Unsecured related party receivable
Unsecured other related party assets
Property, plant and equipment, net (includes Construction in progress
and Capital leases) — This number is not used to compute your composite
score, it is just used to reconcile that all property, plant and equipment is
included in lines 12-15.
Property, plant and equipment — pre-implementation (includes Capital
Leases)
Property, plant and equipment- post-implementation with outstanding debt
for original purchase (includes Capital leases)
Property, plant and equipment -post implementation without outstanding
debt for original purchase
Construction in Process
Lease right-of-use asset, net -This number is not used to compute your
composite score as it is just used to reconcile that lease right of use assets are
included in lines 17 and 18.
Lease right-of-use asset pre-implementation - This should be lease
agreements that were entered into prior to December 15, 2018 that have not
been modified.
Lease right-of-use asset post-implementation - This should be agreements
that were entered into on or after December 15, 2018 or agreements that
were modified on or after December 15, 2018.
Intangible assets- This should include all intangible assets on the Statement
of Financial Position. For example, purchased intangibles including
patents, franchises, copyrights, trademarks, brand names, covenants not to
compete, accreditation costs, program development costs; and any
advertising costs not resulting from direct response advertising.
Post-employment and pension liabilities
Long-term debt - for long term purposes - This should be the total all long-
term debt- for long-term purposes including the current part of that debt and any
construction in process debt. The total should be equal to or greater than the
total of lines 22 — 24. This number is not used in the composite score it is just to
reconcile long-term debt to the financial statements as not all long-term debt
qualifies for the composite score adjustment.
Long-term debt - for long term purposes pre-implementation -
Long-term debt - for long term purposes post-implementation
Line of Credit for Construction in Process
Lease right-of-use asset liability - This number is not used in the composite
score it is just to reconcile lease right-of-use asset liabilities. The total should
equal lines 26 and 27.
Pre-implementation right-of-use leases liabilities - This would be leases
that were entered into prior to December 15, 2018 that have not been
modified.
Post-implementation right-of-use leases liabilities - This would be leases
that were entered into on or after December 15, 2018 or leases that have
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been modified.

Total Expenses and Losses:

28.

29.
30.
31.
32.
33.
34.
35.
36.
37.

Total expenses without donor restrictions —taken directly from Statement of
Activities

Non-Operating and Net Investment (loss)

Other components of net periodic pension costs

Change in value of split-interest agreements

Other losses

Net investment losses

Pension -related changes other than net periodic costs
CANCEL

SAVE

SAVE AND PROCEED
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EQUITY RATIO

If you clicked on the underlined text “Equity Ratio” on the Financial Statements page, the screen
below should appear. This page can also be reached by repeating the LOGIN step. This will take you
to your institution’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 “Financial Statements”, and then
choose “Yes” for question #5 (according to Borrower Defense Schedule), and then click on the
underlined text “Equity Ratio” on the lower part of the page. The screen below should appear:

2 R TR N e,

¢ Bl Jngial Stpterments Info Baca  » Equity Ratio Data

Equity Ratio Information

Al Tiekds ara reguired

* These figlds are Pre-Populated from Primary Reserve Ratio Information screen and are Read-0Only

Equity Ratio:

Maodified Net Assets:

Mot azsers without danor restrictions:
“I'et assets with donor restrictionst %
*Leasa ';'-'.--::-_'.--"- asset pre-implemantation: §
*pre-implementation right-of-use leases liabilicies: %
“Intangible assets: %

“Unsec

Maodified Assats:

*Unsecured related party receivables: %

“Unsecured related party other assets: %

=LANCEL.) SA¥E ) SAYE ARDPRACEED.
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Equity Ratio Information
38. Total assets
39. CANCEL
40. SAVE
41. SAVE AND PROCEED
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NET INCOME RATIO

If you clicked on the underlined text “Net Income Ratio” on the Financial Statements page, the screen
below should appear. This page can also be reached by repeating the LOGIN step. This will take you to
your institution’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 “Financial Statements”, and then choose
“Yes” for question #5 (according to Borrower Defense Schedule), and then click on the underlined text
“Net Income Ratio” on the lower part of the page. The screen below should appear:

s Fingrcial Sratermaneg Info Pace »MNet Income Fato Data

Net Income Ratio Information

Net Income Ratio:

Change in Met Assets Without Donor Restrictions:

Change in Net Assers Without Donor Restrictions: &
Total Revenues and Gains:

\

GEANCELS) wuSAVE. ) (SAYEMNDPROCEED,

@ @
Net Income Ratio:
Change in Net Assets Without Donor Restrictions
42. Change in Net Assets Without Donor Restrictions
Total Revenues and Gains
43. Total Operating Revenue and Other Additions (Gains)
44. Investment return appropriated for spending
45. Non-Operating Revenue and Other Gains
46. CANCEL
47. SAVE
48. SAVE AND PROCEED
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STATEMENT OF FINANCIAL POSITION

If you clicked on the underlined text “Statement of Financial Position” on the Financial Statements
page, the screen below should appear. This page can also be reached by repeating the LOGIN
step. This will take you to your institution’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 “Financial_
Statements”, and then click on the underlined text “Statement of Financial Position” on the lower
part of the page. The screen below should appear:

Entering Statement of Financial Position:

*  When completing the eZ-Audit templates, it is expected that institutions provide the
information requested from information currently in its possession. Institutions are not
required to perform additional audit work to provide the requested information. However,
information needed to calculate the Institution’s composite score ration under the
Department’s regulations should generally be available in the school’s annual audited
financial statement. To the extent that additional information is needed to complete the
Department’s review and composite score calculation, it is requested under 34 CFR
668.23.

*  Please enter whole amounts including zeros (Example 999999999)

* To enter negative amounts, use “-* (Example —100000)
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v Financial Statements Info Page  » Statement of Financial Position Deta

Statement of Financial Position Data

4|l fields zre required.
Accounts Receivable Employees - Unsecured: SIZ/Q
@ p Fccounts Receivable - Relzted Parties - Unsecured: :
Miotes Receivable - Related Party - Unsscured: SIE_
@—P Contributions / Pledges Recsivable - Unsecured Related Party: S|:|
Total of All Related Party Assets (both sscured and unsscured): Slj—
—p-Property, Plant and Eguipment, net (including cpitalized |E§EE:
assets and CIP):
Construction in Progress: E_

———> Pre-Implementation right-of-use-assets: SIZI

Post-Implementation right-of-use-zssets: SIE——
\> Intzngible Assets, net of amortization (excluding goodwill}: S|:|
Goodwill, net: S:—
@ I T
Long Term Line of Credit [including the short term paortion): SIE—
——> Leng-term Debt (including the short term portion): :
Capital Lease Obligation [including the short term portion): E@
e P Pre-Implementation right-cf-use- liabilities: SIZI
Post-Implementation right-of-use- liabilities: Slj—‘
__—p  Post-Employment Retirement Bensfits: S|:|
- 4:__
\‘ Met Aszets with donor r-;st_ri{ti{:-n_s_- Split Interest .~'-.gr=_~ement5_-5|:|
Annunities and Tarm Endowments:
Total Net Assets with donor restrictions: m—’ @
@ ——p Met Assets with doner restrictions in perpetuity: S|:|

Total Net Assets without donor restrictions: D—’@

=CANCEL.,

1. Accounts Receivable Employees — Unsecured - All amounts due from employee
borrowings from the institution or employee advances
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2. Accounts Receivable—Related Parties - Unsecured - All amounts due from related
parties [affiliates] on account that are not collateralized or subject to a security
agreement.

3. Notes Receivable-Related Party Unsecured — All amounts due from related parties
[affiliates] on account in the form of promissory notes that are not collateralized or
subject to a security agreement.

4. Contributions/Pledges Receivable — Unsecured Related Party — All amounts
due from related parties [affiliates] on account that are not collateralized or subject
to a securityagreement.

5. Total of All Related Party Assets (both secured and unsecured):

6. Property, Plant and Equipment, net (including capitalized lease assets and CIP)

— Property, Plant and Equipment used in operations, including leases and

construction in progress and Cumulative total of all depreciation expense incurred on

property, plant and equipment including amortization of capital leases

Construction in Progress — All costs involved in the construction that is not yet completed.

Pre-Implementation right-of-use-assets:

Post-Implementation right-of-use-assets:

0. Intangible Assets, net of amortization (excluding goodwill) — All intangibles
including parents’ franchises, copyrights, trademarks, brand names, covenants not to
compete, etc. excluding goodwill.

11. Goodwill, net — Amount paid for an entity in excess of Fair market Value lessimpairment.

12. Total Assets — Please enter Total Assets. Check this total against the information in
your submission will not be accepted if this total does not match the attached PDF.

13. Long-Term Line of Credit (including the short term portion) — Amounts owed on
lines of credit with banks.

14. Long Term Debt (including the short term portion) - All formal long-term debt
instruments in the form of promissory notes, mortgages, bonds and other debt
instruments, exclusive portion maturing within the next fiscal year and the portion of
long-term debt that is expected to mature within the next fiscal year.

15. Capital Lease Obligations (including the short term portion) — The portion of the
capital lease obligation that is expected to mature within the next fiscal year and net
present value of minimum lease payments not maturing during the next fiscal year.

16. Pre-Implementation right-of-use-liabilities:

17. Post-Implementation right-of-use-liabilities:

18. Post-Employment and Retirement Benefits— All amounts owed on plans that pay
employees or their beneficiaries for post-employment or post-retirement benefits
other than pensions.

19. Total Liabilities — Please enter Total Liabilities. Check this total against the
information in your submission will not be accepted if this total does not match
the attached PDF.

20. Net Assets with donor restrictions — Split Interest Agreements, Annunities
and Term Endowments: — Components of temporarily restricted assets that
arise from transactions with owners via split interest agreements.

21. Total New Assets with donor restrictions: — Net assets of the institution
permanently subject to donor’s restrictions as to time and purpose.

22. Net Assets with donor restrictions in perpetuity:

23. Total Net Assets without donor restrictions:

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

B oo~
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NOTE

25. Click the SAVE button to have eZ-Audit save the values.
26. Click the SAVE and PROCEED button to capture all entries and to go to the
Statement of Activities page, to complete the next step in your submission process.

End of Statement of Financial Position. Continue to the next page for the Statement of
Activities

STATEMENT OF ACTIVITIES

If you clicked on the underlined text “Statement of Activities” from the Financial
Statements page, the screen below should appear. This page can also be reached by
repeating the LOGIN step. This will take you to your institution’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 “Financial_Statements”, and then click on the
underlined text “Statement of Activities” on the lower part of the page. The screen below
should appear:

v Financial Statements Info Page  » Staternent of Activities Data

Change In Unrestricted Met Assets

&l fields are required /@

Totzal Revenues and Gains without donor restrictions: %

Total Expenses and Losses without denor restrictions: 3 — @
@/ CEAMCEL. ) SAVE | (SAVE arp PRDCEED

Entering Statement of Activities Data:

When completing the eZ-Audit templates, it is expected that institutions provide the
information requested from information currently in its possession. Institutions are not
required to perform additional audit work to provide the requested information. However,
information needed to calculate the Institution’s composite score ration under the
Department’s regulations should generally be available in the school’s annual audited
financial statement. To the extent that additional information is needed to complete the
Department’s review and composite score calculation, it is requested under 34 CFR
668.23.

Please enter whole amounts including zeros (Example 999999999)

To enter negative amounts, use “-* (Example —100000)

1. Total Revenues and Gains without donor restrictions: — Sum total of unrestricted
revenues.
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2. Total Expenses and Losses without donor restrictions: — Total of all unrestricted
expenses.

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

4. Click the SAVE button for eZ-Audit to save all the values.

5. Click the SAVE and PROCEED button to save all entries and then take you back to
the Financial Statements page.

NOTE Do not leave any field blank.
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FSA Annual Submission Compliance Audit Information

If you successfully entered or saved the information inputted on the Financial Statements
page by clicking on the SAVE and PROCEED button, the screen below should appear.
This page can also be reached by repeatingthe LOGIN step. This will take you to your
institution’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 “Compliance Audit Info”. The screen
below should appear:

If you are submitting for a school group (i.e. you are the submitting institution
NOTE . . ; )
for multiple schools), please complete a Compliance Audit Information page

for each school in the group. Click on the name of the school to access the
appropriate Compliance Audit Information Page.
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— | F5A Annual Submission
I Financial Statements » ABC Universit

1 Comaliance Audit " opem: 2T
I completenass Chacklis

All fields are required.

s ©,

1. Indicate the Period Audited [mmydd/yyyy):

Begin Date: 5/01/2018 '
€nd Date: 4302015 41— @

2. Review Auditor Information: «— @

Records Indicate your Current Auditor Is:

YE
Is this information comect?: " @

Enter Auditor's TIN
{Optional):
Auditor's Name-:

Auditor Firm Name-:
Address 1-:
Address 2 (Optional): |
iy % t 4/@
State (Dpticnal): | | _
Country=: | — Select a Country — v
Phone &-: |
Fax # (Optional): |
Email Address+: |

3. Does this compliance audit report contain any ﬁnd@
YES NO —
\>
4. Dpinion Type
-- Select an Opinion Type -/ ¥ @
G / —

wbAHCEL | SOMEp BME.MDERDEEED,)
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1.

arwDd

o

10.

11.
12.

This should read your institution’s name and OPE ID number. Confirm that this 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, select Yes . If incorrect or new, please select NO and
update auditor information.

Auditor’s TIN is optional unless the country is United States. Please enter the state’s Tax
Identification Number (TIN) if this information is incorrect or missing. DO NOT USE HYPHENS.
Indicate whether the Student Financial Aid Cluster was audited as a major program in the
Uniform Guidance audit.

If your Uniform Guidance audit submission contains any findings related to the FSA Title IV
programs (If the Uniform Guidance report covers multiple institutions, this applies to all
institutions covered) click Yes. Refer to the Scheduled of Findings and Questioned Costs
included in the annual Uniform Guidance submission; Section Il — financial Statement Findings
and Section Il — Schedule of Federal Award Findings and Questioned Costs

Refer to Section | - Summary of Auditor’s Results in the Schedule of Findings and Questioned
Costs of the annual Uniform Guidance report. Note: Only indicate the opinion type for Title IV
programs if the SFA cluster was audited as a major program.

MPORTANT WARNING: Click 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 Public Annual Submission-Completeness
Checklist page. This is the next stage in the submission process.

School Group Submissions:

v

v

To complete the Compliance Audit Information page for member school(s),
click on the name of the school.
Complete the Compliance Audit Information page following the steps above.
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FSA 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
institution’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 xx/xx/xxxx Annual
Submission”, and then click on the underlined text “Completeness Checklist”. The screen
below should appear:

If you are submitting for a school group (i.e. you are the submitting institution for
NOTE . ; .
multiple schools), please complete Checklist page for each school in the group.

Click on the name of the school to access the appropriate Checklist page.
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Provide contact information

lll)ilt)«l

—.. S ATDUAL SUDmISSION
0 Einancial Statements » ABCUntvwraty @
I : ! ! ! « DPEID: 12345678

8 Complateness Chackiist .
II1|I I!” ! : Al Fieids are required
B Submit 1. Please ensure the following are included in your submission, if applicable:

- Independent Auditor's Report (This report must include auditor's signature)
- Statement of Fnancial Position

- Statement of Activities

. Cash Flows Statement (Optional )

« Notes to Financial Statements
- Independent Auditor's Report on Compliance and on Internal Control over Financial
Reporting Based on an Audit of Financial Statements performed in Accordance with
Government Auditing Standards
- Schedule of Expenditures of Federal Awards

« Corrective Action Plan
- Schedule of Findings & Questioned Costs
- Summary schedule of prior year audit findings @

- Uploaded document(s) must be in English /
. Do not include Personally Identifiable Information (PII)

1. Ensure all applicable documents are included with your Uniform Guidance
audit report submission.
2. Ensure that all the documents uploaded are in English
3. Ensure that the document do not have any Personally Identifiable Information (PII)
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Completeness Checklist Continues:

2, Contact Information /Additional Notes

Please let us know who to contact with quastions regarding this subtmission

Financial Statement Contact

Mame

Same Contact Information as above:
Compliance Audit Contact

Enter any additional notes @
@——%.!-AEFE.L st ME ) SAVE a0 PROCEED, )

4. Provide contact information (name, phone, email) for who should be contacted
regarding the submission and/or additional notes 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.

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 screen. To complete the
Checklist page for member school(s), click on the name of the school. Complete
the Checklist page following the steps above.

7. Click the SAVE and PROCEED button to save all entries and to take you to the
Upload Attachment page. If you are a school group this will take you to the
Upload page for the school you have selected.

Change in Equity documentation may be included as part of the Income

NOTE Statement, or may be included as a separate document. Consolidated
Statements will only be included with the submission if the financial statements
reflect totals.
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School Group Submissions:

v To complete the Checklist page for member school(s), click on the name of theschool.
v" Complete the Checklist page following the steps above.

Independent Auditors Report on Financial Statements, Report on Compliance

NOTE and Internal Controls Over Financial Reporting Based on an Audit of Financial
Statements Performed in Accordance with Government Auditing Standards,
Report on Internal Control Over Compliance, Report on Compliance with
Specified Requirements Applicable to the SFA Programs must be prepared and
presented on auditor letterhead. Signatures created using a word processing
application are not acceptable.
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FSA Annual 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 institution’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 xx/xx/xxxx Annual Submission”, and then

click on the underlined text “Upload Attachments”. The screen below should appear:

0 Enancial Statements » ABC University

2] gﬂw « OPEID. 12345678 \©
B Comgleteness Checidist
g ygl A h o

File: | Choose File | No file chosen /@
Home Country Financial
Statements:
Compliance Audit:
Corrective Action Plan, if

applicable:
Other:

US GAAP / GAGAS:

1. This should read the name of your institution and OPE ID number. Confirm that this 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

o Quick access
¢ Decuments
4 Downloads
= Pictures
FSA - eZ-Audit

Development

2019 Release 6.0 Weekly Status Repor #

=7 G\

BN Desktop
Domestic Schools - Draft
FIOS - Updated
Foreign Schools - Draft

@ OneDrive - CollabraLlink
@ COneDrive - Personal
4 This PC

o Network

Marne

~ A long time ago (2)

@@ Delinquent Letter- (1)

e Waiver Exemption Request (1)
-~ Today (5)

| Servicer information

@ Corrective Action Plan - Sample

@ Compliance Audit - Sample

e Servicer Information

@ el-Audit Worksheet

b. Ensure the comect file
name is displayed

p—

File name: ||

| 4

> [ @

8. Select Comect folder or directory

to I:}cagbefilE.

/

c. Clidk on the Open
butten to attach the file.

~| AlFiles ~

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 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.

o u

Click the CANCEL button to erase all entries.
Click the SAVE button to save all entries currently on screen. To Upload the Compliance

Audit and/or Corrective Action Plan for member school(s), click on the name of the

school. Follow steps above.

7. Click the SAVE and PROCEED button to take you to the Foreign Private Annual Submission-

submitpage.

School Group Submissions:

v" To Upload the Compliance Audit and/or Corrective Action Plan for member
school(s), click on the name of the school.

v" Follow the steps above.
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As part of your annual submission, you must include an electronic copy of your
complete Uniform Guidance report. Please note that all files must be in a non
editable PDF format and NO personal information such as Social Security
Numbers should be contained in attachments. Remember, you can attach
additional information not required during this process. If you do attach
additional information, please make a note in the “Contact Information/Notes”
field on the Completeness Checklist page.
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FSA 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 institution’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 xx/xx/xxxx Annual Submission”, and then click on the underlined text “Submit”. The

screen below should appear:

FEDERAL
STUDENT AID

B Financial Statements | n ABC University
B Compiian . « OPEID: 12345678 @
pl:ance Audit «———
B Complctencss Checkdist
a yg = By selecting "Submit to ED’, the information you have entered on these
oload Attachments pages will be sent to the Department of Education.
B Subms

Your submission must be prepared in accordance with 34 CFR 668.23, the
FSA Audit Guide, or OMB Circular A-133 as appropriate. Once submitted,

you will only have read access to this data. @

I hereby certify that, to the best of my knowledge and belief, al/
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.

This should read the name of your institution and OPE ID number. Confirm that this is correct.
Read to understand and attest that you have met all requirements.

Click on the SUBMIT TO ED button to complete your Public Annual Submission

process. This will then take you to your institution’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.

whN e

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 You will have “read” access only once submitted. Please note that only the financial
statements and audit sections for the period audited should be completed and must be
attached.
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If you are submitting for a school group the following screen on the next page will appear.

FSA Annual Submission-Submit continued:

F E I3 F 0L A& & - L it ILL V. LS FL LY S o2 1T S
ATL I PT ALY
F i i
0 pacckel STatervsarils -
| C i ALEHL = AEPE PR
0 ConvcHariermcs Chseckial
B urioard attaciaveeis Kty seles birsg to sodssit, the sformatcon you fuse sotereo o Bhese paeges well b
B Subenit winrsl Bas e Dhogear Crrvedal of Dolos atiomns.
BF yeiiie Sve DALy By g @ OF @ Soleisad l..r-er:r. gk et e te
o L3 syl [ vipleers o e schaeol o
T theis Suill iy Fauw Tair theind smpalaiiating,
ey =3 -l
Yoour sulbsrsnsion st e prepared i aooorclance witb el CFR G020, the FRA
At Gasinhbe, osr O900 Circullar & 100 o apgeropeiate. Orece sosbarit Gesld, woas sl owsly
Prrwis el acess Do s olala
FTEAATAS N » OB recpilres subynilssions of A- 133 reports
(puaalic sl o -prolit institutions) to the Fececal Acclit
EIMHWM.
iy okl the =3
rurrnratily sigeeecl
anithvornsec) By sl
Eank, T T
o
oyl
ol "
LR Biadules Toae
Foanw 0% PR & wiherataswd ©
o SOHCH & i - =, or h,
e Fiones Thaf in material to recsigst vl utewsarviatigs waleral stuclent
Rt
Dy el iy Lhae “Sasdbsivsit Tor D0 bt Gy beeboset, | oerLily that 1 o el bre cbefailt
oy o Divalisr ol S Uisiborl b of hal | Fave facks salinad Doy arr aiisrnl Ui ropsay
]
B wsis ofes oot P e Dol fos 0ol et o, Saibanitter is naat iralic ateod as ores
of yeuwr user robes. Flease see (he =oanege Users Ses tilomn ol Viedp
Select the OPEIDS) you are submnlbting for: Selact All T ‘_@
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. - ol 1 —
- : e - —@D
........ r— r
S BT IO Dy
- . -

To submit for all schools in the group click Select All.

Click the Submit indicator to submit for individual schools.

Click on the “SUBMIT TO ED” button to complete your FSA Annual Submission process. This
will then take you to your institution’s homepage with a displayed confirmation of your audit
submission(s). If you do not see the “Submit To ED” button, please verify that submitter
is selected as a userrole.

NOTE You will have “read” access only once submitted.

whN P
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Merger/Change in Ownership

Merger/Change in Ownership Submission Financial Statement

To complete a Change in Ownership Submission, complete the LOGIN step. This will take you to
your institution’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 “Create Merger/Change in Ownership
Submission”, and then the screen below should appear:
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FEDERAL
STUDENT AID

s, !
i Financial Statements | » ABC University
Upload Attachments "R e
All helds are regqusred.
1. Indicate the Date Covered by Balance Sheet (mm/dd/yyyy): @
«—
Date of One Day Balance Sheet:
Reason:
2. Contact Information/Additional Notes \®
Phaase let us know who to contact with questions regarding this submassion,

Financial Statement Contact
Name:

Ema
Phone

<

Enter any aodhonal notes

Q,E..\M @ .
) i e

This should read your institution’s name and OPEID number. Confirm that this is correct.
Enter date of day one balance sheet.

Provide a reason. Enter “Change in Ownership”.

Enter contact information.

Click on Statement of Financial Position - (see section on completing the Statement of

arwNE
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STATEMENT OF FINANCIAL POSITION).
6. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries
since the last time you saved your work.
7. Click the SAVE button to ensure all entries currently on the screen are successfully stored by the
system.
8. Click the SAVE and PROCEED button to go to the Upload Attachments page. This is
the next stage in the submission process.

STATEMENT OF FINANCIAL POSITION

If you clicked on the underlined text “Statement of Financial Position” on the Financial
Statements page, the screen below should appear. This page can also be reached by repeating
the LOGIN step. This will take you to your institution’s eZ-Audit homepage. On the upper left
hand side of the page, you will see a section “Create Merger / Change in Ownership
Submission”. Click on the underlined text “Financial_Statements”, and then click on the
underlined text “Statement of Financial Position” on the lower part of the page. The screen in the
next page should appear:
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S"IUI‘JI-NI .I‘\ID

vFinancial Statements Info Page »Staternent of Financial Position Data

Statement of Financial Position Data

&ll fields are required.

Cash and Cash Equivalents: 4

Current Tatal Net Accounts Receivable: 4
Investrnents (convertible within 20 days): 3
Accounts Receivable - Related Parties - Unsecured: G| |
Current Liabilities: 4/

Total Assets: 4

Tatal Intangible Assets (as defined by GAAP): $|

Tatal Liabilities: 4

@—»mw SAE ) MM@E&DA@

1. Cash and Cash Equivalents - Cash balances held to meet payments arising in the
ordinary course of operations. Cash & Cash Equivalents consist of, in addition to
currency on hand and deposits held by financial institutions that can be added to or
withdrawn without limitations, such as demand deposits, Short Term, highly liquid
investments that are both readily convertible to known amounts of cash and so near
their maturity that they present insignificant risk of change in value.

2. Current Total Net Accounts Receivable - Net accounts receivable equals
gross accounts receivable less the allowance for doubtful accounts [line items
3 thru 7 minus 8]. This field is automatically calculated by the eZ-Audit system.

3. Investments (convertible within 90 days) — Debt and equity securities, real
property, land and other long-term investments.

4, Accounts Receivable — Related Parties — Unsecured — All amounts due from
related parties [affiliates] on account that are not collateralized or subject to a
security agreement.

5. Current Liabilities — All amounts owed to suppliers or providers of services from
normal operations, all amounts owed to students and/or financial partners
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10.
11.

NOTE

AUGUST 2020

subject to Title IV programs, all amounts owed to students from deposits and
advance payments, current liabilities that result from the consumption of an asset
or service during the fiscal year prior to payment, receipts on tuition not
recognizedas revenue and deferred based upon the institution’s revenue
recognition policy, amounts owed on lines of credit with banks, the portion of
long-term debt that is expected to mature within the next fiscal year, the portion

of the capital lease obligation that is expected to mature within the next fiscal

year and other current liabilities.

Total Assets — Sum of all assets included in line items 1 thru 25 above. This will be
automatically calculated by the eZ-Audit system.

Total Intangible Assets (as defined by GAAP ) — All intangibles including
parents’ franchises, copyrights, trademarks, brand names, covenants not to
compete, good will accreditation costs, program development costs, etc.

Total Liabilities - Sum of all liabilities included in line items 27 thru 42

above. This will be automatically calculated by the eZ-Audit system.

Click the CANCEL button to erase all entries

Click the SAVE button for eZ-Audit to save the entries

Click the SAVE and PROCEED button to save all entries and then take you back to
the Financial Statement Info page.

With a Merger/Change in Ownership, Foreign Private schools are required only to
complete the Statement of Financial Position. Remember, do not use commas or
other punctuation and place a “0” in any fields with a null value
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Merger/Change in Ownership Submission Upload Attachments

If you successfully entered or saved the information inputted on the Create Merger/Change in
Ownership Submission-Financial Statements 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 institution’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 “Create_Merger/Change in
Ownership Submission”, and then click on the underlined text “Upload Attachments”. The screen

below should appear:

Fg A ¥ \UDIT

FEDERA.L
STUDENT AID

| — bk il

B Financal Statements " ABC University
Unigad attachments e
0 Submit

Do net include Personally Identifiable Information (PIT)
& @

File: = Choose File | No file chosen

Hore Country Financial

Statements:
One Day Balance Sheet:
Other:

US GAAP/ GAGAS:

_mw<\@
@@

& «—
CANCEL ) o SAYE . oSAYE AnD PROCEED, )

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. Read and follow instructions accordingly.
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3. Click on the Choose File button to search for document(s) to be attached. Then follow
instructions on the next page on searching for and attaching document(s).
Crganize = Mew folder ==« [N 9
Mame
# Quick access
. Documents ~ A long time ago (2)

# Downloads @ Delinquent Letter- (1)

& Pictures @ Waiver Exemption Request (1)

FSA - eZ-Audit +  Today (5)

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

Development @ Servicer information

2019 Release 6.0 Weekly Status Repor
-7 G
BN Desktop

e Corrective Action Plan - Sample
@ Compliance Audit - Sample
mm Servicer Information

mm eZ-Audit Worksheet
Domestic Schools - Draft

FIQS - Updated
Foreign Schools - Draft

@ OneDrive = Collabralink

@ OneDrive - Personal

b. Ensure the comect file|

- - ) o Clide on the Open
4 This PC name is displayed

button to attach the file.

W MNetwork

v| Al Files v

File name: ||

4  Check all appropriate documents attached are in English and do not contain any Personally Identified
Information (PII). To view what is included in Pll 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.)

5 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.

6 Click the CANCEL button to erase all entries.

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

8 Click the SAVE and PROCEED button to save all entries and to take you to the Merger/Change in
Ownership Submission page. This is the next stage in the submission process.

NOTE Please note that all files must be in a non-editable PDF format and no personal
information such as Social Security Numbers should be contained in attachments.

As part of your Merger/Change in ownership submission, you must include an
electronic copy of your day one balance sheet and/or complete audited financial
statements.
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Merger/Change in Ownership Submission-Submit

If you successfully entered, saved and attached an electronic copy of your complete audited
financial statements 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 institution’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 “Merger/Change in
Ownership”, and then click on the underlined text “Submit”. The screen below should
appeatr:

ﬁ§‘
FEDERAL
STUDENT AID

0 Financial Statements w ABC University - @

«OPEID: 12345678 o
&

B Uload Attachments : :
B Submit

By selecting "Submit to ED’, the information you have entered on these
pages will be sent to the Department of Education.

Your submission must be prepared in accordance with 34 CFR 668.23, the
FSA Audit Guide, or OMB Circular A-133 as appropriate. Once submitted,
you will only have read access to this data.

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.

This should read the name of your institution and OPE ID number. Confirm that this is correct.
Read to understand and attest that you have met all requirements.

Click on the SUBMIT TO ED button to complete your submission process. This will

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

audit submission. If you do not have the “SUBMIT TO ED” button please verify that
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“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.

NOTE You will have “read” access only once submitted. Please note that only the financial
statements and audit sections for the period audited should be completed and must
be attached.
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ChangeinFYEnd

Change in FY END Submission

This page can be reached by repeating the LOGIN step. This will take you to your
institutions 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”. The screen below should appear:

FSA

ST EDERAL
STUDENT ALD

= ABC University

“OPEID: 12345678
Our records indicate that the current f y.a‘s-b—-«-‘.-*ﬂ'/

NOTE

PwONPRE

Ruprecht-Karls-Universitat Heidelberg s

Enter new fiscal year end: | Select Month v
«—

By dlicking the "Submit to ED” button below, I certify that I am the individual
currently signed into this system on behalf of the institution, and that 1 am

authorized to submit this information on behall of the institution. 1 alse ('ﬂ%\
to the best of my &nmnhdgn ard belief, all information in this document i« LFse 2
correct, T understand that if the institution provides false or misleading information,

{a) the U.S. Department of Education may deny or seek to revoke the institution's

eligibility to participate in the federal student financial sid programs and (b) the

institution may be liable for all federal student financial aid funds it or its students

recaived. 1 also understand that I may be subject to a fine of 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.

By clicking the "Submit to ED' button below, 1 certify that 1 am not in default on a

federal student loan or that 1 have made satisfactory arrangements to repay it

If you do not have the Submit to Ed button, Submitter is not indicat one of your
roles. Pleass see the Manage Users Section of Help

~SUBMITO ED.

Confirm the information displayed is correct.

This represents information on file with ED concerning current fiscal year.

Click on the drop down list to change month as desired.

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

When notifying ED of a change in fiscal year end, please submit
change 90 days prior to your current fiscal year end date. Contact
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your School Participation Team Representative for information
regarding additional submission requirements.
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Closeout Audit Submission
Closeout Audit Compliance Audit Information

This page can also be reached by repeating the LOGIN step. This will take you to your
institution’s eZ-Audit homepage. On the upper left hand side of the page, you will see a
section “Other Submission”. Click on the underlined text “Closeout Audit Submission”, and
then click on the underlined text “Compliance Audit Info”. The screen below should appear:
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——— Closeout Audit Submission

0 compliance Audiy » ABC University

! - = QPEID: 123458TH
fimrssaraissasle —

B ugload attachmants 1

all figlds are required,

1. Indicate the Period Audited [ mm/dd vyyyl:

Begin Date: |
End Date: <« (3

2. Review Auditor Information:

Records Indicate your Current Auditor Is:
YES NO

Is this information correct?: K i
Enter Audibor's TIN /
{Optional): L !
Auditor's Name-: | | — 6
Auditor Firm Namae-: | |
Address 1.2 |
Address 2 {D-pl"n-n.l'}: |
City=: |
State [Dptional):
Country=: |- Select a Country - v
Phone #-: |
Fax & [Optional): |
Email Address-: |

3. Does this compliance audit report contain any ﬁﬂdiV

! YES L NO

7

4, Dpinion Typs
— Selict an Opinion T_srpa:*_\

10 8 11

— J /

=hANCEL ohAVE_  GRAYEAMDEROCEER.
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abrwbdE

10.

11.

This should read your institution’s name and OPE ID number. Confirm that this is correct.
Please indicate period audited in specified format.

Begin date is the beginning of the audit period.

End date is the end of the audit period.

If the auditor’s information is correct, select Yes . If incorrect or new, please select NO and
update auditor information Enter audit firm’s TIN (Tax Identification Number). DO NOT USE
HYPHENS.

Auditor’s TIN is optional unless the country is United States. Please enter the state’s Tax
Identification Number (TIN) if this information is incorrect or missing. DO NOT USE HYPHENS
Indicate whether your audit contains any findings.

Select appropriate opinion from the drop down list based on your auditor’s opinion.

This information is contained within the Report on Compliancewith Specified
Requirements Applicable to SFA Programs.

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

the last time you saved your work.

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

this page. To complete Compliance Audit Information page for member
school(s), click on the name of the school. Complete the Compliance Audit
Information page following the stepsabove.

Click the SAVE and PROCEED button to go to the FSA Annual Submission-
Completeness Checklist page. This is the next stage in the submission process. If you
are a school group this will take you to the Checklist page for the school you have
selected.

89

August 2020



PROUD SPONSOR of
the AMERICAN MIND ™

FederalStudent Aid

An OFFICE of the U5 DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit For Foreign Private Schools

Closeout Audit Submission Completeness Checklist

If you successfully entered or saved the information inputted on the Financial Statements 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 institution’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 “Closeout Audit Submission”, and then click on the

underlined text “Completeness Checklist”. The screen below should appear:
FSA

STUDENT AID

0 Compliance Audit | w ABC University

Completeness Checklist * OPEID: 12345678 \ 1
B Upload Attachments

4] Sybmit All tiglds are required.

1. Please ensure the following are included in your submission, if applicable:

- Schedule of Expenditures of Federal Awards

. Corrective Action Plan '\

- Schedule of Findings & Questioned Costs 2
- Summary schedule of prior year audit findings

- Closeout
- Uploaded document(s) must be in English

- Do not incdude Personally Identifiable Information (PIT)

3 \i Contact Information/Additional Notes

Please let us know who to contact with questions regarding this submission.

Compliance Audit Contact

Hame

Enter any additional notes

5

4/.gm&.p_m_;¢w 4/6

1. Please confirm that the information displayed is correct.
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2. Ensure all applicable documents are included with your audit report submission.

Provide contact information (name, phone, email) of who should be contacted

regarding submission and additional notes 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. Click the CANCEL button to erase/delete all entries since the last time you saved yourwork.
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 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 institution’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 “Closeout Audit Submission”, and then click on the
underlined text “Upload Attachments”. The screen below should appear:

‘~S‘
FEDLERA.I
STUDENT AID

Com lu] heckis

File: | Choose File = No file chosen

Compliance Audit:
Corrective Action Plan, if

applicable:
Other:
—til, 3

4\ / 5 — 6

=CANCEL.  SaE., JAYEAADPROCEED.,

1. This should read the name of your institution and OPEID number. Confirm that this 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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Qrganize « Mew folder

o Quick access
¢ Documents
4 Downloads
= Pictures
FSA - eZ-Audit

Development

2019 Release 6.0 Weekly Status Repon #

=7 G

BB Desktop
Domestic 3chools - Draft
FIOS - Updated
Foreign Schools - Draft

@ OneDrive - CollabraLlink
@& OneDrive - Personal
= This PC

W MNetwork

Mame

- A long time ago (2)

m Delinquent Letter- (1)

m Waiver Exemption Request (1)
« Today (5)

B Servicer information

@ Corrective Action Plan - Sample

m Compliance Audit - Sample

m Servicer Information

m eZ-Audit Worksheet

b. Ensure the comect file
name is displayed

v [ @

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

c Click on the Open
button to attach the file.

File name: ||

v| All File

3. Check all appropriate documents attached are in English and do not contain any Personally Identified
Information (PIl). To view what is included in Pll 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 compliance audit

submission.

5. Click the CANCEL button to erase 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 Stub Audit Submission-submit page.

As part of your stub audit submission, you must include an electronic copy of
NOTE your audit and/or complete audited financial statements. Please note that all

files must be in a non editable. PDF format and_no personal information such as

Social Security Numbers should be contained in attachments. Remember, you
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can attach additional information not required during this process. If you do
attach additional information, please make a note in the “Notes” field on the
Completeness Checklist page.
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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 institution’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”. Click “Submit” from the menu. The screen below should

appear:

—— | lose L Audit S
0 Compliance Audit » ABC University 1
Completeness Checklist ~OPEID: 12345678
B Upload Attachments
g By selecting "Submit to ED’, the information you have entered on these
Submit pages will be sent to the Department of Education.

Your submission must be prepared in accordance with 34 CFR 668.23, the
FSA Audit Guide, or OMB Circular A-133 as appropriate. Once submitted,
you will only have read access to this data.

I hereby certify that, to the best of my knowledge and belief, al/
information in this submission is true and accurate.

2

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,

SUBMLIOED, <« 3

Confirm the information displayed is correct.

Please read to understand and attest that you have met all requirements.

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.

whh e

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 You will have read access only once submitted. Please note that only the
financial statements and audit sections for the period audited should be

completed and the Audit must be attached.
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~_ New Institution/Reinstatement Submission

New Institution/Reinstatement Submission Financial Statement

To submit your institution’s New Institution/Reinstatement Submission audit, complete the LOGIN
step. This will take you to your institution’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 “Create New
Institution Submission” (for institutions that have not previously participated in Title IV programs) or
“Create Reinstatement Submission” (for institutions that have previously participated in Title IV
programs), and then the screen below should appear with your institution’s name:

FSA

F E D E R AL
STUDENT AlLY

B AU ONE o NP LG0T

— L T
0 Financial Statements » ABC University
B compistensss Checkliss “OPEID: 12345678 @
B ygload attachments . <
nre - v r _ﬂ"_m_::l_‘_-*"-:/
et ot ©
¥ 1Y /
wiedi he Peri i (e ey i @
Begin Date; /
‘/— @
| O,

Address 2 (Ogtional):
Citweer
State (Optional):
Country=;  — Sedect a Country — v
Photie #-;
ﬁn._.mu!.mﬂl
4. Opinion Tves /
= Selact an Opanion Type = ¥
.1z a going concern explanatory paragraph included in cither the
auditor's opinion letter or in the notes to the financial statements?
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6. Enter Financial Statement Data

Are you submitting_annuzl financial staternents with the supplemental schedule
according to the new format per Borrower Defense Regulations?

Statement of Financial Position
Statement of Activities S@ @
—>_ CAMCEL | W  SAVE | WSAVE ANDPROCEED.)

1. Confirm the information displayed is correct.

2. Auto Populated to exactly one year from the entered Fiscal Year End 1 (MM/DD/YYYY)

3. Text Indicating to provide responses for most current Fiscal Year End (Fiscal Year End 2)

4. Begin date is the beginning of the audit period.

5. End date is the end of the audit period.

6. Enter the auditor firm’s Tax Identification Number (TIN) if the country is United States.

7. Refer to Section | — Summary of Auditor's Results in the Schedule of Findings and Questioned Costs
of the annual Uniform Guidance report.

8. Refer to Part Il, Question 2 of the Federal Audit Clearinghouse Data Collection Form SF-FAC (3-20-

2001).
Choose “yes” or “no” if the Financial Statements are presented with the
Supplemental Schedule according to the new format per Borrower Defense
Regulations.
If “Yes” is chosen for the financial statements according to the new format per Borrower
Defense Regulations, the following links will appear:
9. Primary Reserve Ratio— (see section on completing the PRIMARY RESERVE RATIO).
10. Equity Ratio — (see section on completing the EQUITY RATIO).
11. Net Income Ratio — (see section on completing the NET INCOME RATIO).
If “No” is chosen for the financial statements according to the new format per Borrower
Defense Regulations, you the following links will appear:
12. Statement of Financial Position — (see section on completing the STATEMENT OF
FINANCIAL POSITION).
13. Statement of Activities — (see section on completing the STATEMENT OF ACTIVITIES)
14. Click the CANCEL button to erase/delete all entries.
15. Click the SAVE button to ensure all entries are successfully stored by the system on this page.
16. Click the SAVE and PROCEED button to go to the Completeness Checklist. This is the
next stage in the submission process.
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Primary Reserve Ratio

See PRIMARY RESERVE RATIO on the Financial Statements page under Annual Submissions for
details in completing all data fields. Please complete using current completed fiscal yearend
financial statements data.

Equity Ratio

See EQuUITY RATIO on the Financial Statements page under Annual Submissions for details in
completing all data fields. Please complete using current completed fiscal yearend financial
statements data.

Net Income Ratio

See NET INCOME RATIOON the Financial Statements page under Annual Submissions for details
in completing all data fields. Please complete using current completed fiscal yearend financial
statements data.

Statement of Financial Position

See STATEMENT OF FINANCIAL POsSITION on the Financial Statements page under Annual
Submissions for details in completing all data fields. Please complete using current completed
fiscal yearend financial statements data.

Statement of Activities

See STATEMENT OF ACTIVITIES on the Financial Statements page under Annual
Submissions for details in completing all data fields. Please complete using current
completed fiscal yearend financial statements data.

98
August 2020



FederalStudent Aid

An OFFICE of the US. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for Foreign Private Schools

PROUD SPONSOR of
the AMERICAN MIND ™

New Institution/Reinstatement Submission Completeness Checklist

If you successfully entered or saved the information inputted on the Income Statement 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 institution’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 “New Institution Submission” or “Reinstatement Submission”, and then click on the

underlined text “Completeness Checklist”. The screen below should appear:

FSA

FEDERAL

STULDENT AL

All fislds are regusred

1. Please ensure the follosving are included in your submission, if
applicable:

= Independent Auditors Report {This report must include auditor's
signature )

- Statement of Financial Position

- Statement of Activities

« Cash Flows Statement

= Motes to Financial Statements

« Independent Auditors Report on Compliance and on Internal Contral
aver Financial Reporting Based on an Audit of Financial Statments

performed in Accordance with Government Auditing Standards

2. Contact Information /Additional Notes

Flease let us know who to contact with questions regarding this subrmission

Financial Statement Contact E;
Hame |

Ernail | I
Phone: | J

F g B

kARl iy

o

Enter any additional notes
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Confirm the information displayed is correct.

Ensure all applicable documents are included with your Uniform Guidance audit report submission .
Provide the contact information (name, phone, email) for who should be contacted

regarding the submission and/or additional notes 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. 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 save all entries and to take you to the Upload Attachment

page.

whn e
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New Institution/Reinstatement 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 institution’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 “Create New Institution Submission” or “Reinstatement Submission” and then click on
the underlined text “Upload Attachments”. The screen below should appear:

-.‘-h §

FEDERAL
STUDENT AID

R

B Completensss Checklict e

B Yoioad astachments
0 Suomt

File: | Choose Fiie | No file chosen

Home Country Fimancial
Statements:
Othver:

US GAAP[GAGAS:

—@
%d_&m L@

1. This should read the name of your institution and OPE ID number. Confirm that this 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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NOTE

Audited Financial statements for the previous two fiscal years should be submitted.

Organize - Mew folder

o Quick access
¢+ Documents
¥ Downloads
= Pictures
F5A - eZ-Audit

Development

2019 Release 6.0 Weekly Status Report o

<7 G\

BB Desktop
Demestic Schools - Draft
FIOS - Updated

Foreign Schools - Draft
@ OneDrive - CollabraLink
@ OneDrive - Personal
4 This PC

o MNetwork

Marne

~ A long time ago (2)
@ Delinquent Letter- (1)

@ Waiver Exemption Request (1)

~ Today (5)
@ Servicer information
@ Corrective Action Plan - Sample
@ Compliance Audit - Sample
@ Servicer Information
@ eZ-Audit Worksheet

b. Ensure the comect file
name is displayed

o

File name: ||

r 3
L

v @ @

8. Select Comect folder or directory
to locate the file.

/

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

All Ffles w

Open Cancel

3. Check all appropriate documents attached are in English and do not contain any Personally Identified
Information (PIl). 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. Click the CANCEL button to erase all entries.

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 New Institution Submission-submitpage.

August 2020

As part of your initial submission, you must include an electronic copy of your
complete audited financial statements. Please note that all files must be in a non-
editable PDF and no personal information such as Social Security Numbers should
be contained in attachments. Remember, you can attach additional information not
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required during this process. If you do attach additional information, please make a
note in the “Notes” field on the Completeness Checklist page.
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New Institution/Reinstatement 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 institutions eZ-Audit homepage. On the upper left
hand side of the page, you will see a section “Other Submissions”. Click on the underlined text “New_
Institution Submission” or “Reinstatement Submission”, and then click on the underlined text “Submit”.
The screen below should appear:

-

FEDERAL
STUDENT AID

n Fmanggl Statements » ABC University «—

. m } « OPEID; 12345678

H Completeness Checkiist

i Upload Attachments

8 Submi By selecting "Submit to ED’, the information you have entered on these
Submit pages will be sent to the Department of Education.

Your submission must be prepared in accordance with 34 CFR 668.23, the
FSA Audit Guide, or OMB Circular A-133 as appropriate. Once submitted,
you will only have read access to this data.

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 —

This should read the name of your institution and OPE ID number. Confirm that this is correct.
Please read to understand and attest that you have met all requirements.

Click on the “SUBMIT TO ED” button to complete your New Institution 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.

wnN e
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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.

financial statements and audit sections for the period audited should be
completed and the Audit must be attached.

NOTE You will have read access only once submitted. Please note that only the
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Stub Audit Submission Compliance Audit Information

If you successfully entered or saved the information inputted on the Financial Statements 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 institution’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 Stub Audit Submission”, and then click on the underlined text
“Compliance Audit”. The screen in the next page should appear:

0 Complignce Audiy » ABC University

:w | OPEID: 12345678 \@ @

All fupids pre requined.

i. Indicate the Period Audited (mm/dd/yyyy e @
Begin Date: /

End Date:
Reason for Stub Awdit:

2. Review Auditor Information: @

Records Indicate your Current Auditor 1s:

Is this information cormect?:

Enter Auditor's TIMN
{Dpteonal):
Auditor's Name=:

Auaditos Firm Name-;
Address 1=1

Address 7 (Dptional);
City=:

State (Optional):

Country=1 Salect a Lountry v
Phone &-: —
Fax # (Optional):

Email Addreass-:

3. Does this compliance audit report cm @

YES ND

4. Dpinion Type

o ® @
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arwDdDE

10.
11.

This should read your institution’s name and OPE ID number. Confirm that this is correct.
Begin date is the beginning of the audit period.

End date is the end of the audit period.

Enter Reason for Stub Audit.

If the auditor’s information is correct, select Yes . If incorrect or new, please select NO and update
auditor information.

Auditor’s TIN is optional unless the country is United States. Please enter the state’s Tax Identification
Number (TIN) if this information is incorrect or missing. DO NOT USE HYPHENS.

If the auditor’s information is correct, no action is required. If incorrect or new, select NO

and update with current auditor information.

This field should be pre-populated. Please enter the state’s Tax Identification

Number (TIN) if this information is incorrect or missing. DO NOT USE HYPHENS.

If your Uniform Guidance audit submission contains any findings related to the FSA Title

IV programs (If the Uniform Guidance report covers multiple institutions, this applies to all
institutions covered) click Yes. Refer to the Scheduled of Findings and Questioned Costs
included in the annual Uniform Guidance submission; Section Il — financial Statement
Findings and Section Il — Schedule of Federal Award Findings and Questioned Costs.

Refer to Section | - Summary of Auditor’'s Results in the Schedule of Findings and

Questioned Costs of the annual Uniform Guidance report. Note: Only indicate the

opinion type for Title IV programs if the SFA cluster was audited as a major program.

Select appropriate opinion from the drop-down list based on your auditor’s opinion. This
information is contained within the Report on Compliancewith Specified Requirements
Applicable to SFA 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 Foreign Private Annual
Submission-Completeness Checklist page.
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Stub Audit Submissions Completeness Checklist
If you successfully entered or saved the information inputted on the Financial Statements 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 institution’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:

FSA

FEDERAL

STUDENT AlD
tu 1 it bmiss i L
H Comphance Aupdit ABC Uniwversity /
B Completeness Checidist OPEID: 12345678

B upload astachments

B Sgybmat

alds re regu-roed
1. Please ensure the following are incheded in your submission, if applicable:

schedule of Eypenditures of Federal Awards

Corrective Action Plan
Schedule of Findings & Puewsoned Costs
Ssurmmary schedule of preor year sodct fndogs

Uploaded document({s) maust be in Eaglish

- Do not indude Personally Tdeatifiable fnformation (PET)

@. ?ﬂﬂ ot Information / Additional Notes
edse let us kno he to contact with questions regarding thas submission

Compliance Aadit Contact

'&’
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N

This should read your institution’s name and OPEID number. Confirm that this is correct.

Ensure all applicable documents are included with your audit report submission. Check all appropriate
documents attached are in English and do not contain any Personally Identified Information (PIl). To
view what is included in Pl please hover the mouse over the work PII.

Enter contact information. Provide additional notes 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.

Click the CANCEL button to erase all entries.

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

Click the SAVE and PROCEED button to take you to the Upload Attachment page.
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Stub Audit Submissions 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 institution’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:

FSA

STUDENT AID

9 XUDIT
@ AunLHONE | CoHILE | DAOGOVT,

0 Complance Audit » ABE University
- .

ﬂ m 2 SOPEID: 12345878
B Uplcad Attachments
0 Submit

File: | Choose File | No file chosen

Compliance Audit: 3
Corrective Action Plan, if
applicable:
Other:

A0

6 7

T / —

oLANCEL,, oAb, SAVEASDPROCEED,

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. Click on the Chose File button to search for document(s) to be attached. Then follow
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instructions on the next page on searching and attaching document.

Organize « MNew folder =+ [ 9

Marne

o Quick access
~ Along time ago (2

# Documents g go (2)

& Downloads @ Delinquent Letter- (1)

= Pictures e Waiver Exemption Request (1)

FSA - eZ-Audit +  Today (5)

8. Select Comect folder or directory
to locate the file.

Development @ Servicer information

3 Corrective Action Plan - Sample

2019 Release 6.0 Weekly Status Reporl o
=7 G\
BN Desktop

@ Compliance Audit - Sample
@ Servicer Information

mm el-Audit Worksheet
Domestic Schools - Draft

FIOS - Updated
Foreign Schools - Draft

@ OneDrive - Collabralink

@ OneDrive - Personal

b. Ensure the comect file .
. is disolayed c Click on the Cpen
1 This PC neme | disptaye button to attach the file.

¥ Network /
>

File name: || E ~| | AlFiles ~

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

2. 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.

3. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last time you
saved yourwork.

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

5. Click the SAVE and PROCEED button to take you to the Lender-Stub Audit Submission-submit page.

NOTE As part of your stub audit submission, you must include an electronic copy of

your complete audited financial statements and compliance audit. Please note
that all files must be in a non-editable. PDF format and no personal information
such as Social Security Numbers should be contained in attachments.
Remember, you can attach additional information not required during this
process. If you do attach additional information, please make a note in the
“Notes” field on the Completeness Checklist page.
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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 institution’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:
FEDERA.L
STUDENT AID
ghance Augit | ABC University
I|
n;ﬂ " Audi - niversd -—
B Comol e ;h ek « OPEID: 12345678
B Upload Attachments
o By selecting ‘Submit to ED’, the information you have entered on these
Submst pages will be sent to the Department of Education,

Your submission must be prepared in accordance with 34 CFR 668.23, the
FSA Audit Guide, or OMB Circular A-133 as appropriate. Once submitted,

you will only have read access to this data. \ @

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.

Wp‘\@

This should read the name of your institution and OPEID number. Confirm that this is correct.
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.
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You will have read access only once submitted. Please note that only the
NOTE financial statements and audit sections for the period audited should be
completed and the Stub Audit must be attached.
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~ Waiver/Exemption Request

(Placeholder for future release)
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Additional Information Submission

This page can be reached by repeating the LOGIN step. This will take you to your
institution’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 “Other Submissions”, and then

click on the underlined text “Submit Additional Information”. The screen below should
appear:

FEDERAL
STUDENT AID

Additional Information Submission @
»  ABC University 4 ’

+ OPEID: 12345678

To submit additional information, you must select a submission from the drop-down box below to associate it with. Please use

the additional fields to upload the files that you wish to submit to the Department of Education. Please note, all files must be in
.pdf format.

Submission to Associate With*: | — Select a Submission — v |4 /@
m Choose File |No file chosen . ADD__)

1. This should read the name of your institution and OPE ID number. Confirm that this 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 Institution 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
shouldappear:
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« v 4 ¥ » ThisPC » Downloads v 0 - [ O

MName
7 Quick access
~ Today (5)

s Onelrive - Collabral ) )
m Servicer Information

@ OneDrive - Personal 0 Servicer information

m eZ-Audit Worksheet 8. Select Comect folder or directory
M This PC _ _ to locate the file.
m Corrective Action Plan - Sample

¥ Network m Compliance Audit - Sample /

~ Along time ago (2)

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

b. Ensure the comect filg|

Click on the Oy
name is displayesd & Ale an e Spen

butten to attach the file.

— |

File name: || | AlFiles v

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.

NOTE To submit additional information the submission must still be under FSA review.
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At any time, you will be able to view your institution’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 institution’s eZ-Audit homepage and the screen below should
appeatr:

FEDERAL
STUDENT AID

Home Page
. »  ABC University, School of Medicine = OPFETD: 12385678

- ¥ £31 nnual
oo —

= your Fiscal Year End 12/31,/2019 Annual
= Create Merger/Change in Submission is overdue
Ownership Submission

= Change Fiscal Year End Date \@
Create Closeout Audit Submission

ADMINISTRATION

® Update My User Profile
= Wiew [nstitution Profile

DTHER LINKS

= Depr. of Education
= Schools Portal

1. This should read the name of your institution and OPEID number. Confirm that this
is correct.

2. This is the Notification section. Most recent institution’s submission status and
other notifications will be displayed. (Examples: Your Fiscal Year End 10/31/2002
Annual Submission was received on 4/30/2003, FAD sent 5/30/2003, Request
for Letter of Credit sent 5/15/2003)

their submissions. If ED has deemed a submission incomplete, the Incomplete Letter
will be posted to Notifications. The incomplete letter needs to be opened before
there-submission link will appear.

NOTE Users should periodically check the Institution Home Page for an up to date status of
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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 Institution’s President and
Financial Aid Administrator.

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

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

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

FSA

FEDERAL
STUDENT AID

Home Page

: » ABC University, School of Medicine  + OPEID: 12345678

@

§

®Your Fiscal Year End 02/28/2002 Annual

-Mﬂ_ﬁﬂgwﬂw E:II'II'I'II:T._-'\.-I'}I" E-II'JET.'III:'_".
Dwnership Submission Click here to view the incomplete Letter ¢———
® Chanae Fiscal Year End Date The incomplete Lether must be viewed before
- Resubmission

Create Closeout Audit Submission = your Fiscal Year End 02/28/2003 Annual
o Cr in n Submission is overdue.

Click here to view the Delinguent Letter

"I ission The Delinguent Letter will be viewable until

the submission is complete
= Your Fiscal Year End 02/28/2004 Annual

JIENH STORICAL SUBMWSSIONS o g onis g
Click here to view the Delinquent Letter
The Delinguent Letter will be viewable until

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
wind
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Fl= Edit View Favorites Tools  Help

=Eah - = - B @4 | @isearch CiiFavorites Aiveda o | By S = 2] 1L D |L\n|6 »

| @ sname 21

UNITED STATES DEPARTMENT OF EDUCATION
Federal Student Aid - Schools Channel
Case Managernent and Oversight
Data Management and analysis
eZ-Audit

05/11/2004 13:44:41
OPE 1D: 20000007

Dr Mon-Profit
Mon-Profit School
1234 Mon-Profit Lane
Mon-Profit, DC, 12345

Dear Dr Non-Profit:

wWe have received your Annual submission submitted on 05/11/2004 08:31:57 for the fiscal
year ended 10/31/2002. We have determined that your submission is incomplete far the |
following reasan(s):

Financial Statement
e pudited Financial Statements is missing.

+ Financisl Staternent Report on Compliance and Internal Controls is missing,

3. Return to your home page.

FSA

FEDERAL
STUDENT AID

Home Page
. . i . » ABC University, School of Medicine - OPEID: 12345678
Resubmit EYE 12/31/2019 Annual
5_'.!:1[1'“55' n ‘/
T ¥ -
P = ¥our Fiscal Year End 02/28/2002 Annual
= Create Merger/Change in Submission is overdue,
Qwnership Submission Click here to view the Incomplete Letter
= Change Fiscal Year End Date The Incomplete Letter must be viewsd before
Resubrmiasi
"Lr 1 di = Your Fiscal Year End 02/28/2003 Annual

Submission is overdue,

- g £ |
Create Reinstatement Submission ek Bk i th i - i

* Create Stub Audit Submission The Delinguent Letter will be viewable until
- it Additi S — the submission is complete
= Your Fiscal Year End 02/28/2004 Annual
Submission is overdus.
lick here to view linquent Letter

The Delinauent Letter will be viewable until

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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If your submission is not received by its due date, a Delinquent Email will be sent to the
Institution’s President, CFO, and Institution’s Financial Aid Administrator. The email will
indicate that a Delinquent Letter has been posted to the Notifications section of your
Institution’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 you have submitted the submission.

FSA

FEDERAL

STUDENT AID

* Create Merger/Change in
Ownership Submission

® Change Fiscal Year End Date
* Create Closequt Audit Subnission
LT i |

= Submit Additional Information
HEWHSTORICAL SUBMISSIONS ./

Home Page
» ABE University, School of Medicine

« OPEID: 12345678

iﬁ AN L 1 ———

® Your Fiscal Year End 02/28/2002 Annual
Submission is overdue,
Click here to view the Delinquent Letter

The Delinguent Letter will be viewable until
the submission is complete

*Your Fiscal Year End 02/28/2003 Annual
Submission is overdue.
Click here to view the Delinquent Letter
The Delinguent Letter will be viewable until
the submission is complete

* Your Fiscal Year End 02/28/2004 Annual
Submission is overdue,

([ k i

The Delinquent Letter will be viewable until

1. Click link to view Delinquent Letter. Delinquent letter will provide information
regarding whichannual submission is overdue. Letter will open in separate window.
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2. Close or minimize the browser to return to your home page.

UNITED STATES DEPARTMENT OF EDUCATION
Faderal Student Aid - School Channal
School Ehgibility Channel
eZ-Audt

Date: 10/31 /2004

OPE 1D: 42345878
TIiN: DODODOOT70

Dr Proprietary
Proprietary School
1234 Proprietary Lane
Proprietary, DC, 1234%

Dear President:

Pursuant to 34 CFR 668.23 of the Student Assistance General Provisions regulations, an
institution particpating in any Title IV, HEA prograrm must submit annually to the Secretary,
its compliance audit and audited financial statements no later than six menths after the last
day of the institution’s fiscal year.

Your institution’s materially complete and acceptable audit and/or financial
statements for the fiscal year ended 10/31 /2004 have not been received by the

submission deadline date of 10/31 /72004,

If you have submitted compliance audit and financial statements which were desamed
unacceptable and returned to the institution, the submission deadline continues to apply until
acceptable sudit reports are resubmitted to the Department, Plesaze resubmit the
auditfinancal staterments for the fiscal year ended 10/31/2004 within 10 days of the receipt
of this letter via aZ-Audit 4t wiww.szaudit.ed . gov.

If we do not receive the required submission within 10 days of your receipt of this letter,
yOour institution may be subject to sssessment of liabilities for all unaudited funds for the
audit period and other appropriate action noted under 34 CFR 668, Subpart G. If you have
already submitted your compliance audit and financial statermments for the fiscal year ending
10/31/2004, please contact the eZ-Audit Help Desk at 1-877-263-0780.

Thank you in advance for your cooperation.
Sinceraly
Ti Baker

aZ-Audit Operations Manager
integrated Partner Management Division

3. Click on the Create Annual Submission link to submit your annual submission.
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A Reminder email will be sent 60 and/or 30 days prior the submission due date. The
Reminder Email will be sent to the Institution’s President, CFO, Financial Aid Administrator

and eZ-Audit Institution Administrator to remind them that the Compliance Audit and/or
Financial Statement due date is approaching.
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