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

How does eZ-Audit work?

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

2. Your entity 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 Entity Participation Management Team for resolution.

4. Entity 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.

« A Help Desk will be available for assistance at 1-877-263-0780, Monday — Friday, 9 a.m. — 5 p.m. EST

Who at my entity will use eZ-Audit?
« eZ-Audit Entity Administrator, selected by your entity, is responsible for:
o Registering your entity with eZ-Audit
o Providing/managing access to data entry and submission approval personnel, as
identified by your entity
o Maintaining security information regarding entity’s users as required
« eZ-Audit Data Entry Users, selected by your entity, are responsible for:
o Entering data into the eZ-Audit system
o Attaching non-editable, pdf files of financial statements and compliance audits
o eZ-Audit Submission Approvers, selected by your entity, are responsible for:
o Reviewing the submission prior to “submit”
o Approving the submission via the “submit” action
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What role should my auditor play in eZ-Audit?
You may choose to ask your auditor to serve as a Data Entry User of eZ-Audit. This means that your auditor
would complete the fields in the system, and attach the audited documents in the non-editable PDF format.

If your auditor is not selected as a Data Entry 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.
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eZ-Audit Security/Rules of Behavior

eZ-Audit is a Department of Education system. Department of Education computer systems are provided for
the processing of Official U.S. Government information only. All data contained on Department of Education computer
systems is owned by the Department of Education and may be monitored, intercepted, recorded, read, copied or
captured in any manner and disclosed in any manner, by authorized personnel. THERE IS NO RIGHT OF PRIVACY
IN THIS SYSTEM. System personnel may give to law enforcement officials any potential evidence of crime found on
Department of Education computer systems. Unauthorized use of this system is a violation of Federal law and can be
punished with fines or imprisonment (P.L. 99-474). “Use of this system by any user,

authorized or unauthorized, constitutes consent to this monitoring, interception, recording, reading, copying,
and disclosure.”

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

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

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

AUGUST 2020 5



PROUD SPONSOR of
the AMERICAN MIND ™

Federal Student Aic

Ax OFFICE of rhe U.S. DEPARTMENT of EQUCATION

Step-by-Step Guide to Using eZ-Audit for Lender Servicer OIG and Lender Servicer UG Audit

DERAL
STUDENT AID

FSA

Welcome to el-Audit

WARNING:

You are accessing 2 LS. Federal Government computer system intended to be
solely accessed by individual users expressly authorized to access the systern by
tha U.S, Depariment of Education. Usage may be monitored, recorded, and/or
subject to audit. For security purposes and in crder to ensure that the system
ramains available to all axpressly authorized users, the U.5. Department of
Education maonitors the systam to identify unauthorized users. Anyone using this
syskem expressly consents o such monitoring and recording. Unautharized use
of this information system is prohibited and subject to criminal and civil
panalties. Except as expressly authorized by the U.5. Departmant of Education,
unautharized attempts to access, chbtain, upload, modify, changs, and/ar delets
information on this system are strictly prohibited and are subject to criminal
prosecution under 18 U.S.C § 1030, and other 2pplicable statutes, which may
rasult in fines and imprisonment. For purposes of this systam, unauthorized
access includes; but is not limited to:

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

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

If =ystem maonitoring reveals information indicating possible criminal activity,
such evidence may be provided ko law enforcement personnal.

| Accept & Continus «— (\1)

Rules of Elehe'.fid’/

The following Rules of Behavior will be displayed when you click on the link
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e
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 ED/FSA must be avolded.

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
ed-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 ED/FSA and must act accordingly.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Mot removing equipment or storage media from the work area without prior written authorization from the
designated systems administrators, security officer or other autherized personnel.
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1. Rules of Behavior to view the detail rules
2. Accept & Continue

NOTE All eZ-Audit users are required to carefully read the eZ-Audit Rules of Behavior
document that can be accessed via the web at https:/ezaudit.ed.gov.

Questions/Concerns

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

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

All entities must submit a registration request letter to the Department of Education to gain access
to eZ-Audit. Please see the Registration Instructions on eZ-Audit Welcome Page.

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

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 when
the eZ- Audit login screen appears, enter 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 | need to change my Institution/Entity Administrator?

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

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

O E B A L i w‘:

| N :
STUDEMT AlD

. : : ~ SEE TG, ,/.

SEEr AT

| sasswned

Institution Admi
=Z-fAudit Help Desk T
at {EF7FI263-07680

Freqguently Askod Questioms

eZ-Audit Step-by-Step Guides

Steps to Cresting an eZ-Audit

Submission

Creating s PDE

Email =Z-4udit H=lp D=sk at

Fuaezaudit@ed.gow

Mainkenancs -
sil= may nok &

the= fiowsrs from

*“Disclaimer® - This sile uses

your Browser

Irrfcrrmal:n:lr: Collected from Yow:
de= to send FSa Tors + 10 ¥ ideEnt

the =vent it app
So. The primary w== of

J\.-|=L,rr.= =te “ﬂ 'sa =+ 38

Pnpn—_-rwnrk Burden Statements
the Paperwork Reductios St of
o= spla E =

o 3o IF yow hawve comments or coneerns re-gan:r ng
e mtus -“.'l!= v\ﬁur ||'u:|| :Iual sul:lm El L] 1‘.1!' Ehis f&rrl’lr please contact .S, Department of Eduvcetion,
Federal Student Aid. B30 First Stre=t & VEashimgton, .. 20002/Ti Bak=r

OMEB Clearance NMumber 1545-0
Expiration Date O7/31/2022
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1. Enter the username provided to you by email during the registration process.
2. Enter in your password or your temporary password if this is your first time using this site.
3. Single click the LOGIN button-this will take you to your entity’s homepage.

NOTE Your user name will be the first letter of your first name, the first five letters of your last

name and 2 numeric characters. Your username and password are case sensitive. If
you are locked out after 3 unsuccessful attempts at login you must wait 30 minutes
then try again.

AUGUST 2020 11



Federal Student PROUD SPONSOR of

Ax OFFICE of the U.S. DEPARTMENT of EOUCATION

Step-by-Step Guide to Using eZ-Audit for Lender Servicer OIG and Lender Servicer UG Audit
Guide

**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 questions and answer
them accordingly.

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:

ES-
FEDERAL i
STUDENT AID

0D

In order to use our automated password reset, you are reguired to select
twio (231 challenge questions and provide the answers to each, Please note
that the answers are case sensitive and will pot be visible as you type
them,

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

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

|~ Seleci- ] @
5 |

| — Selact—

e SUBMIT.)

L S Repartment of Education

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?
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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?
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.
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Update My Profile Page

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

ESA

EEDERAL
STUDENT AID

Update My Profile

i‘. o) NFORMA ON
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 ernail address, please key in the same email
address in the Email Adress and Re-Type Email Address fields. If no change is
made to the email address, the email address password will not change.

First Name: [p ‘

Last Name: !fix }

f

Email Address: |Prod@fix.com \

L
Re-Type Email Address: l ‘

Office Phone: 1234567890 | ext. l

|
Fax: ‘

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

The password must be 8 - 15 characters in length and must include at least 3
of the following types of characters: uppercase letters(A-2), lowercase letters
(a-2), numeral values{0-9) and special characters(<,>,?,4, etc.).

New Password:

Re-type New Password:

—_

Type in your new password.
2. Re-type in your new password.
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B JCHATTENGE QUES TTONS T

Choose from the following drop down menu.

[In which month was your mother born? v | |
| What is your child's middle name? v | | |

SAVE...) weRESEL)

3. Click the SAVE button to ensure all changes are successfully captured by the system. Please note by
selecting the save button you are also accepting the Rules of Behavior.
4. Click the RESET button to cancel entries and begin again.
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Forgot Password

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

= -
FS A 2 /\UDIT

EEDE RAVE
STUDENT AID

Welcome to eZ-Audit

-, N
Welcome to the eZ-Audit e 20 i
website. If you are registered to > o
use this site, please enter your
username and password to login.
If you are not a registered user
please refer to the registration
instructions . If you have
forgotten your password, please
click the forgot password link. If
you have forgotten your
username please contact your
Institution Administrator or the
eZ-Audit Help Desk for support at
(877)263-0780.

username > [ |

password > [777 ‘

«..LOGIN )

Forgot Password? 4—@

eZ-Audit Update: Common
Submission Errors

Fregquently Asked Questions

Steps to Creating an eZ-Audit
Submission

Creating a PDF

Email eZ-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:

—=

FEDERAL
STUDENT AID

_r@. AMNFORMATION

@ [0 check here if vou are an institution user

Username: | |

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

Enter your username.

Enter the OPEID of your entity.

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

oM~
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Challenge Questions:

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

g
FEDERAL
STUDENT AID

|'€| EONFURMATION
Flease answer the following gquestions to successfully reset your
password,

What month was your mother | |
born in?:

What is your favorite color?: | |

®—> L SUBMIT.) | RESE o

partn it 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.

wh =
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Logout
If you clicked on the LOGIN button, this will bring you to your Entity’s homepage. The screen below
should appear with your entity’s name: On how to Login, follow the steps in Login Section.

FSA

FEDERAL
STUDENT ALD

Home Haop

JMHWMHWL w Entity Name: University of XYZ
« DPEID: 123450678

L o FYE 0&/30/ annygal
zubmiggion
£ T
* Change Figcal Year End Date * Your Fiscal Year End 04/30/2020 Annual
Create Exemption Reay Submission s due on 13172021,
- T Mot & * El .
Submession - * Your FYE 02/28/2019 Annual Submission
submitted on 03/10/ 2020 16:44:48 has been
* Crepts Closeout Auds 35 reviewed and is complete
*cr Audi iEalan Complrance Audit: The comphance audd contans
hindings. Click herg to yvigw the Final Audit
* Submi Additbonal ]ﬂfﬁmﬂ-gﬂ Relgrmngtion Latter,
* Your Change in FY End Submission submitted on
LB HTORCAL AR, 04/08/2020 09:34:16 has been approved.
® Your Change in FY End Submussion subm tted on
04/04/ 2020 0£6:49:09 has been approved.
ADMINISTRATION
* Update My User Problg
* View Institution Profile
OTHER LINKS
* Deot. of Education
* Schools Portal

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

AUGUST 2020 19



PROUD SPONSOR of
the AMERICAN MIND ™

FederalStudent Aic

Ax OFFICE of the US. DEPARTMENT of EOUCATION

Step-by-Step Guide to Using eZ-Audit for Lender Servicer OIG and Lender Servicer UG Audit
Guide

F§ A ) 3 /XUDIT

F'E'DE-RAL
STUDENT AID

eZ-Audit Logout

Thank you for using e2-Audit, you have been logged out.

Click here to log back inﬂ-—@

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

NOTE Your eZ-Audit session will automatically expire after 30 minutes of inactivity. If
you have not saved your work when the session expires, data will be lost.
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My Profile
To update your profile (i.e. username, email address, phone number, password, etc.), repeat the LOGIN step.
This will take you to your entity’s eZ-Audit homepage. The screen below should appear with your entity’s

name:
1. Click on the underlined text “Update My User profile” located on the lower left hand side of the
screen. This will take you to the Update My Profile page shown on the next page.
NOTEJ This page is used to update your user profile information such as name, email
address, phone, password, etc.

N
F ED I 1 = ) AUDILHOME | L MELP |, MANAGE USERS | [0 LOGOUT,
3

R A
STUDENT ALL

JEA AN SAINS.  , gotity Name: ABC University
= DPEID: 12345676
" 4530/ Annual
(RSN

SE AL L —

* Change Frscal Year End Date * Your Fiscal Year End 04/30/2020 Annual
* Create Exemption Request Submuission 15 due on 1/31/2021,
Submission * Your FYE 02/26/2019 Annual Submission
. submitted on 04/10/2020 16:44:45 has been
" Cr 1 ut Audit S 1551 reviewed and = complete,
Compliance Audit: The comphance audit contains
- 'ﬁ_ ¥ H
. TR0 findings. Cligk here to wiew the Fingl Apdit
" & uhm i 1 I 1o Determination Letter.
®* Your Change in FY End Submission submitted on
wtEW L AT O Ak, AUBIAIESIERIS o 04/08/2020 09:34:16 has been approved.
® Your Change in FY End Submission submitted on
04/04/2020 05:49:09 has been approved.
ADMIMISTRATION
* Update My User Profile
LT | n Profl
OTHER LINKS
* Dept, of Education
* Schools Portal
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If you clicked on the underlined text “Update My User profile” on your entity’s homepage, the
screen below should appear:

FSA

FEDERAL /
S"ILI[)ENFAEI}

B3 /\UDIT

Update My Profile

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

If vou 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 email address password will not change,

First Name: |Instituti0n

Last Name: |User1

Email Address: |user1@n0npru.edu

Re-Type Email Address: |

Office Phone: |202—1 23-4567 Ext.l

[
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B TN GE P RCCWORT

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

Password must be 17 to 40 characters in length and must contain each of the following
types of characters:

— English uppercase letters (A-F).

— English lowercase letters (a-z
— Westernized Arabic numerals {0-9]).

— Mon-alphanumenc special characters such as |,@,%,%$%:, . and ..
Password cannot contain @ space{s).

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

Old Password: |
New Password:

Re-type New Password: |

BT CH AT TENGE OUES TTO NS

Choose from the following drop down menu.

[In which month was your mother bom? v |
[What is your favarite color?. v |

PR | S— S ESET

Take a moment to review the information on this screen for accuracy. If changes
NOTE need to be made, update the information as necessary and enter any missing

information. Remember to SAVE your changes!!!
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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:

TR ENGE QUESTIONS -
Choose from the following drop down menu.

IWhatmu:unth wasyuurmutherburn in? le e
|What is your favarite colar? V| | °
AVE. ) RESET. )

e L

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.

ook wd~
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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:

[

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

Password must be 12 to 40 characters in length and must contain_each of the following
tvpes of characters:
— English uppercase letters (A-Z).

— English lowercase letters (a-z

— Westernized Arabic numerals (-9,

— Non-alphanumenc special characters such as ! @ ,.=,%,9% . and

Password cannot contain a space(s).

The password must be different from wour previous twenty-four passwords. @
Important: Do not use your user TD, name, or this system name.

Old Password:

New Password:
Re-type New Password:

@mm
Choose from the following_ drop down menu.

In which month was your mother born? v i
What is your favorite color? v

-—éa_;m:)_

Type your old or temporary password.

Type your new password.

Retype your new password.

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

NOTE The password must be 12-40 characters in length and must contain each of the
following: Uppercase, lowercase letters, numeric values and special Characters (such

as! @, #, $, &, *, *) values. Clicking the SAVE button ensures all information has been
saved by the system. Please note that the system will automatically prompt you to
change your password every 90 days. Follow the same process described above to
make this change. If you require additional help, contact the eZ-Audit Help desk at
fsaezaudit@ed.gov or by calling 1-877-263-0780.

arON=
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Navigation
To move from field to field in the eZ-Audit system, simply press the Tab button on your computer. This
takes you from one field to the next.

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

& - O @ testezaudited.gov/EZWebApp/institutionHome.do

F. 2 /\UDI']
A a—— e

STUDENT AID

Home Page

M].Wmmﬁ., w Entity Mame: University of XYZ
=« OPEID: BODDOODT
" FY oy Annual
DITHESIDN

S ) —
* Your Friscal Year End 04/30/2020 Annual
Submission 15 due on 1/31/2021.
* Your FYE 02/28/2019 Annual Submission
i submitted on 04/10/2020 16:44:48 has been
L | Audi Migsipn reviewed and is complste,
Compliance Audit: The comphiance audit containg

findings. Chgk herg to vigw the Fing! Audit
i n r

* Your Change in FY End Submission submitted on

KW RITORCA SAMIS IS 044/08/2020 09:34:16 has been approved.

* Your Change in FY End Submission submitted on
02/04/2020 06:49:09 has been approved.

ADMINISTRATION

* Update My Usar Profils
* View Institution Profile
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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 g
- @

EDERAL m
?'IUDE NT AID
e — Lender servicer UG Annual Submissios
n mw » Entity Name: ABC University
B Completeness Checkdist * OPEID: 12348678
B Uoload Attachments N
o Field: 1. Is this submassion covening mulnple Lenders? 1s required and cannot be
O Submit left blank )

e Field: 3. Review Auditor Informanon - Is this informanon comrect? 1s required and
cannot be left blank

o Field: 4. Was the Student Federal Fanmuly Education Loan Program? 1s required and
cannot be left blank

* Field: 5. Does this A-133 report contain any findings related to the Federal Famaly
Education Loan Program (FFELP)? is required and cannot be left blank

FEDERAL
ATUDENT AID

» Entity Name: ABRC Univoraity

S— «OPEID: 12345078

1] Complisnce Audit Ergm:_‘g;.

B Completeness Checklist * You have not corrected errors on the Complianse Audit Information, Cheakhist, Upload Avachments page(s)
B Upload Attachments Please go back and comrect all errors prior to submatting to the Depariment of Education

B submit
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Manage Users

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

Entity Administrator Homepage

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

F T DERAIL fdam_m_Lwd_m-ii;
r >
STUDENT AILD i.

R T AT T AN R U AT NS ST RS, e Entity Mame: ABC University

« OPELID: 123456878 -
* Create IYE 02/20/2020 Sonual B
Syubm zson

@RS LA b —
S A L —

ADMINISTRATION

* Undate My User Profile

= Vigw Jngti 1 Profil
OTHER LINKS

* Dent, of Education
* Schools Portal
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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 entity and OPEID number. Confirm that this is correct.

Creating/Deleting Data Entry/Submitter Users
If you clicked on the “Manage Users” button, the screen below should appear:

L§.
FEDERA.L
STUDENT AID

»  Entity Name

OPEID:

L
smith01, Jon mith01

LRDMBER

1. Click on the DELETE USER button to delete a user from the system.
2. Click on the “ADD USER” button to add a user to the system.
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B /J0SER INFORMATION

Fields denoted by an asterisk (<) are reguired.

First Name: -
1 Tr—
Last Name: -
OPEID: 80000200
Email Address: -

Re-Type Email Address: -

Office Phone: - | Ext.

Fax:

Note: OPEID required for Institutional Users, Case Team required for Audit Specialist
Casze Approval, Case Assignement, Case Team Administrator, and Financial Analyst
9 _
- *
[@mine, . ORTSS—
Data Entry —f

Submitter

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).
5. Remember to click on the “ADD USER?” button to save all entries. NOTE: If you are adding

“submitter” or “data entry” as a user role and the user is currently logged in, they must logout and
login again for the roles to take effect.

NOTE One person can have all three-user roles. When the Entity Administrator adds a new

user, the user will receive an email with their username and an email with a
temporary password.
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Entity Profile Page

Entity Profile
Entity’s should confirm that the information is correct.

STUDENT AID

JWWI‘L w Entity Name OIG University - @

oPEID B0123456

" Create FYE 05/31/2020 Annyg!
Submiggion

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

The Entity Profile can be viewed from Home page and any submission page when clicked on
NOTE Entity Name.

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

s - D 1 -
Institution Profile

n ABC University

The information on this page is read-

Entity Name:

Type of Entity:

Address:

Address:

City:

State:

Zip/Postal Code:

Phone Number:

Fax Number:

TIN:

DUNS Number:

Fiscal Year End:
President:

President Email:
Financial Aid Admin:
FAA Email:

Primary Accreditation Org.:
Other Accreditation Org.:

AUGUST 2020

OPEID: 12345678

oy,
NYSHESC NEW YORK
STATE HIGHER EDU

Lender Servicer
90 WASHINGTON AVE

ALBANY
NY

122

55
0000000

000000000

07/31/2019

32
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Historical Submissions
This page provides a history of the entity’s past transactions as available in the eZ-Audit system.
You may view prior submissions at any time. Please note that you will have “read” only access to these
historical submissions.

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

* ABC Univorsity OPEID: 1234567H

Fizcal Year End Submission Type Submission Date Institution Type
" N/A Changs in Fiscal Year End 05/08/2020 Lender
L 04/20/2019 Anngal 05/21/2020 Lender
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Section 1: LENDER SERVICER OIG AUDIT GUIDE

Lender Servicer OIG - Annual Submission

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

entity’s name:

NOTE If you are login in for the first time you will not see the see the Create FYE
XXIXXIXXXX Annual Submission, you need to complete the Change Fiscal Year End

Date request first. Once it is approved you will see the link for the Annual Submission.

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

FSA |

E D E R A L
-\ILII}I\.I Al

ABC Unilverait
w Entity Mame: el

« OPEID: 12345678 “

What type of Engagemants are you submitting? '

) Standard Engagements
! Alternative Engagements .
! Combined Fnr;aanlu:lnl:
TSUBMIL.) wEANCELL) _Js;;mr

Confirm the correct information is displayed correctly.

Select the any Engagement from the gateway question.
Select any Engagement and click on the Cancel button, Entity homepage will be displayed.
Select any Engagement gateway question option and click on the Reset button, the selection will reset.

Select gateway question option and click on the Submit button the Compliance Audit screen below
will be displayed.

a rod =
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Annual Submission Compliance Audit Information

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

FSA m

STULIDENT ALD

ender Senvicer OIGAC Annual Submission
| Complance Auds » Entity Nasse: ABC University
I Comoiatensys Checkiyt + OPEIDN 12345678 ‘_o
1 yoload Attachmenty

1. Is this subrission covering mulliple Lenders?

YiS NO o—o

2. Indicate the Period Avdited [ rmen/dd/ vy

Begin Date: 4012018

End Date: 0AIN2020 o

3. Review Auditor Information:

Becords Indicate your Cunmrent Awditor Is: tesr 435343543 ‘o
Is this inlor mation correct ? ‘—‘o

Enters Auscdhitor's TIN
(Optsonal):
Ausciton s Manme-;

Aapdaton Finvn Mamme-
Address 151
Address I (Optronal):

City=1
State (Optsonal): >_°

Coomamitry= eloct & Country
Phone &«

Fax & (Optsoral):

Errasel Achcde wase

—
4. Does this Compliance audit contain any findings related to the Federal
Family Education Loan Program (FFELP)?

ves "o ._o
e P o
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N —

oo kW

10.

11.

Confirm the information displayed is correct.
Is this submission covering multiple Lenders? YES/ NO

Note: If you select ‘No’ to Question 1 then user will not have ability

to add more entity in the Lender table.

If ‘Yes’, follow the steps in section ‘Adding Entity to the Lender table’.
Begin date is the beginning of the audit period.
End date is the end of the audit period.
This is the auditor on file with the Department of Education.
If the auditor’s information is correct, no action is required. If incorrect or this is a new
auditor, please select NO, and update with current information.
Please fill up all the mandatory fields. When Country is “United States” then TIN and State
are required fields.
Does this Compliance Audit contain any findings related to the Federal Family Education
Loan Program (FEELP)?
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.
Click the SAVE and PROCEED button to go to the Annual Submission-Lender Annual
Submission
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This is the next stage in the submission process.

Adding Entity to the Lender table

SIDERAL
STUDINT AID

Lender Servicer OIG AG Annual Submission

L eee——

0 Comeiance Audt w Entity Names ABC University

B Comaletensss Checkigt * OPEID; 12345678

B Uckoad Atachemants '\o
0 subes

1. Is this submission covering multiple Lenders?

- —@

Add Lender OPEID: 7000200

To add tha Lender OFEID to the table cick on Save Button bals &o

3. Add Lender OPEID. Note: Please enter the ‘8’ digit OPEID to the table.
4. To Save the OPEID to the table Click on Save button below of the Compliance Audit page

NOTE If the system do not recognize the OPEID you are trying to add please to contact eZ-
Audit Help Desk Assistance at fsaezaudit@ed.gov or by calling 1-877-263-0780,

Monday — Friday, 9 a.m. -5 p.m. ET.
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Deleting Entity from the Lender table

FEDERAL
STUDENT AILD

) ARILHONE, ML MANASLUIIS, | ARCOUL.

o — l Lender Servicer OIG AG Annual Submission compuance aul
’m 1 w Entity Name: ABC University
1 Completeness Checkiigt  OPEID 12345678

: o
) Submat
1. Is this submission covering multiple Lenders?:

S YES

70000300 YORK ALBANY | WY o
21RIT
HIGHER
EDU
70002700 COSTEP EDINBURG TS ’
Add Lender OPEID:

To add the Lender OPEID to the table click on Save button below,

3. In Delete column, Check the box to delete any Entity from the Lender table.

Note: Click the Save button at the bottom of the Compliance Audit page to delete the Entity from
the table.
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Annual Submission Completeness Checklist

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

Note: Lender Servicer -OIG Completeness checklist will varies depending on the gateway question
selected

Standard Engagements Compliance Checklist

If selected Standard Engagement option in the gateway question, below screen will display for
Completeness Checklist.

54 <)

>
8 Comotance Auds = Entity Mass; ABC University
B : & 11 ::.E! l at = O IDw 2345670
B ycicad Amtachments ‘__'__—_—‘
O subms wids e recured
1. Are the following ternm, i applic able, included in the attachment of youwr
Compliance Audit?
The report pachage for Standard | ngagemen e v wt b husde

—
§ xarmwnation | evel Regport On Comglosnce With Specfied Reguer emreents [ Altsc et 1)
i bt o b rchineg

Casrrrriary tichedube cn the B cdution of Do | rgegerment Fiedogs
Lerder ared Ausdetor |nd cormatecn Sheet | Aftac et 4) @
HMansgermmnt Hegs ssontstions ard Mansgerent Astertions | Aftachment 3]

Comvective Actsn Plan

Ay Separ ate report on 11suwd. dlegal acts. or sbuse subrmetted wnder the peox edures wn
2. 10

Any Mansgement ketters mused (o the lendes (ond erneng the engagersest
Upoamded dom umvment (3] rrmrst be o € oglesh

O ol irw hade Pemonaly [dentdiabde [ndormatean (P11) —

2. Contact Information/ Additional Notes

Prosident / CED Contact

Farvm and CPA Coslact @
.-
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Confirm that the information displayed is correct.
Ensure all applicable documents are included with your audit report submission
Contact Information and Additional Notes

Provide contact information (name, email, phone) President/CEO Contact and Firm & CPA
Contact (FIRM Name, Auditor Name, Email, Phone) for who should be contacted regarding the
submission and/or additional notes as necessary.
e Please feel free to attach any additional document(s). If you do attach these additional
documents, please write a note in this field advising that you have attached additional
information not required in this process.

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

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

Click the SAVE and PROCEED button to save all entries and to take you to the Upload
Attachment page
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Alternative Engagements Compliance Checklist
If user selected Alternative Engagement option in the gateway question, below screen will display for
Completeness Checklist.

[ n§| oA L -~ Aamwmmma
-.:n;nr-.l AL

B Comolance Mudis r Loty Marse: ABC Unm,-m:,q/—
-] « OPEID 12345678

B Upload Attachrmants

0 submit Al fipids are reguired

1. Are the following itemms, f applicable, included in the attachment of your
Cosngliance Aadit?
The report packages for Alternastive Engagsimvents must includes:

- Agreed-Upon Procedures Report (Attechmsent 1))

. Agreed Upon Procedures snd fesults (Attechrment 5);

- Lendes Servicer Attestation ©ngegemsent flepost:

- Survva y Schadule on the Resolution of Prics Engagesvant Fimdings:
FFEL Progran: Lendsr Compliancs Attsstation Engagament Gukds Jancary 2011 Pags 46 of
1]

- Lender and Auditor Trnformation Sheest (Attachausnt 4))

- Marnage et Reps esental bons ard Mansgernrsent Assertions [ Attschoment 5))

- Corrective Action PFlan

« Anvy Separate report on fraud, illegal sacts. or sbuse submitted undes the procedures in
2.10;

« Ay Management letters msusd to the lendor concernimg the sngsgermsesnt

- Uploaded docusrseat{s) must be in Englink

Do not inclhude Personelly Idercifiable Trnformation (PIT)

2. Contact Information /fAdditionas]l Motes

Nasia lal U WO om0 10 COMLEBCT vt Questons regerding tFea subrriaslor

/t't.-ud-m JCED Contmet
P I |
Breail= o J
Shone=1] |
|
ek ; )
Ernai= | J
Phone= 1 |
Frter any additional notes /

T T ARl b AN SAYE AR EMOCLLD.

Confirm that the information displayed is correct.
Ensure all applicable documents are included with your audit report submission.
Provide contact information (name, email, phone) President/CEO Contact and Firm & CPA

wn -~

Contact (FIRM Name, Auditor Name, Email, Phone) for who should be contacted regarding the
submission and/or additional notes as necessary.

o Please feel free to attach any additional document(s). If you do attach these additional
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documents, please write a note in this field advising that you have attached additional
information not required in this process.
4. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last
time you saved your work.
Click the SAVE button to save all entries currently on screen.

Click the SAVE and PROCEED button to save all entries and to take you to the Upload
Attachment page.
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Combined Engagement Compliance Checklist
If user selected Combined Engagement option in the gateway question, below screen will display for
Completeness Checklist.

FEDERA.L
STULDENT ALLD

B Coplarln Mgy ds = Eastuty M ABC University

B Corgigtereay Cvechigt - OFEIDN 12345678 wa— @
0 wnlosd SAttachrests
8 ubens AL fmists wre e uwd

1. e e Follorweineg e, o spgeles sbide, oo loded om0 thee attos boermmnt of yor
Coarrveplimrec s Aadel #
The repgort pechsge for Comsined | ngagemments maast e Do

T B e e T R e [T U P [ At 1)
o i Freslosbe ol Fermloreg s

e T N L LR TL P T 3

- Buage weed Ligmonrs o sl e sed Bescsin | AlLss bovmnt 3]

B T L L s L T

- Sasrrerany e beechde on the Mesclutiomn of Pracs §ogegerre= § g

- Leownsies arud Aaslitos Tofosmoates et | A0 e bt 4 @
- Mansgramsal Feps sseslaticrns gond Hamagesrmed Ay essl e | B1ec et %)

- e A e $¥men)

- By e sl sepecrt o frossd dlesgal sste o shhuse sssbuvatled wredes the pr o scdures o

2. 80
T L N R L J | TR L e P

- Lrphosded dow usveeet (8] ovmest be o | oeuglens

Cia mverk pre bumde Persone @y Ldertofadde Fof oermsadeoen {(11)

F. Cormtamact Drl orvenst e f Al it iomal Potes

emmtw Wt LE o B Y e et o fegertieg tho muabeueseoe

Presndeed /CEC Contect

- r_r

Confirm that the information displayed is correct.
Ensure all applicable documents are included with your audit report submission.
Provide contact information (name, email, phone) President/CEO Contact and Firm & CPA

Contact (FIRM Name, Auditor Name, Email, Phone) for who should be contacted regarding the

wnN -~

submission and/or additional notes as necessary.

e Please feel free to attach any additional document(s). If you do attach these additional
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documents, please write a note in this field advising that you have attached additional
information not required in this process.
4. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last
time you saved your work.
Click the SAVE button to save all entries currently on screen.

Click the SAVE and PROCEED button to save all entries and to take you to the Upload
Attachment page.
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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 entity’s eZ-Audit homepage.
On the upper left hand side of the page, you will see a section “Create Annual Submissions”. Click on
the underlined text “Create FYE xx/xx/xxxx Annual
Submission”, and then click on the underlined text “Upload Attachments”. The screen below should appear:

FSA

Lo T 1 R L W L R A

[ | T f WAL
ETLIEE =T &)
e ——— ok i ; J 1 ul ' \
3 Cometancs Auds = ety Mams: ABC Univorsity
1 Comelptengss Checkint « oo 1234567

ciaad tachen —»

Filas | CROONE Fﬁﬁu £ Pl

ol sy w Basabid [ ﬁ.

Uanrwn Vi we A Vevws Flam
Trifvasr

1. Confirm the information displayed is correct.
2. Click on the Choose File button to search for document(s) to be attached. Then follow

instructions on the next page on searching and attaching document(s).
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Organize = MNew folder = - TH ﬂ

Mame
o Quick access
” I I
e B = A long time ago (2)

$ Downlosds m Delinquent Letter- (1)

= Picures m Waiver Exemption Request (1)

FSA - eZ-Audit +  Today (5)

8. Select Comect folder or directony

+ @] Servicer information
Development g to locate the file.

2019 Release 6.0 Weekly Status Repori # ™ Cofrective Action Plan - Sample
Compliance Audit - Sample

g G o

=~ ]
@ Servicer Information
Bl Desktop =

eZ-Audit Waorksheet
Domestic Schools - Draft

FIOS - Updated

Foreign Schools - Draft
@ OneDrive - CollabraLlink

@ Onelrive - Personal

b. Ensure the comect file e
; i il c. Click on the Open
M| This PC fame | CiEyaye button to attach the file.

@ MNetwork

| All Files -

File name: ||

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 attached and the file type identified by checking the box, click the

“ADD” button to ensure that the document has been successfully attached to your compliance
audit submission.

5. IMPORTANT WARNING: Click the CANCEL button to erase all entries.
Click the SAVE button to save all entries currently on screen.

Click the SAVE and PROCEED button to take you to the Lender-Annual-Submission-submitpage.
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Annual Submission-Submit

If you successfully entered, saved and attached an electronic copy of your submissions by
clicking on the SAVE and PROCEED button, the screen below should appear. This page can also be
reached by repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage. On the
upper left hand side of the page, you will see a 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:

FSA

TEDERAL

@ ABLIONL, L HUL | MANASLUSES, [ A0C0UT,

\lUI)U\l AlD
» Entity Name: ABC University
. « DPEID: 12345878

0 Comelance Audt ;
¥ Completeness Chacklt : . -
] " By selecting 'Submit to ED', the information you have entered on these

Vnload Attachmants pages will be sent to the Department of Education.
J Submi

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

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

-

1. Confirm the information displayed is correct.

2. Read to understand and attest that you have met all requirements.
3. Click on the SUBMIT TO ED button to complete your Annual Submission process. This will then

take you to your entity’s homepage with a displayed confirmation of your submission. If you do
not have the SUBMIT TO ED button please verify that “submitter” is selected as a user role. See

Manage Users for details.

AUGUST 2020 47



Federal Student PROUD SPONSQR of

# DFFICE of the U.S. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for Lender Servicer OIG and Lender Servicer UG Audit
Guide

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.
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Lender Servicer OIG - Change in Fiscal Year End

Change in Fiscal Year End Submission

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

FEDERA.L 1, YTV O RTRE L ALPORTS , LILOCOUL,

STUDENT AID

cnange in kil

» ABC University
= OPEID: 123485678

Dur records indicate that the current fiscal y

ar end for

ear ¢
FIRST ALABAMA BANK OF TROY N.A. s

Enter new fiscal year end: | Select Month v

uniform 2::“
Guidance Guide
Are you submitting the Audit under?: .

By clicking the “Submit to ED" button below, 1 certify that 1 am the individual
currently signed into this system on behalf of the entity, and that I am authorized to
submit this information on behalf of the entity. 1 also certify that, to the best of my
knowledge and belief, all information in this document is true and correct. 1
understand that if the entity provides false or misleading information, the U.S.
Department of Education may terminate the entity’s eligibility to contract with any
institution to administer any aspect of an institution's participation in any Title IV,
HEA program. I also understand that I may be subject to a fine or not more than
$25,000 or imprisonment of not more than five years, or both, for misinformation
that is material to receipt and stewardship of federal student aid funds.

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

Confirm the information displayed is correct.

2. Click on the dropdown list to change month as desired.

3. Are you submitting the Audit under? Note: Select the OIG Audit Guide Radio button option for
Lender-OIG Guide.
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4. Click on the “SUBMIT TO ED” this will then take you to your entity’s homepage with a displayed
confirmation of your submission. If you do not have the “SUBMIT TO ED” button please verify

that “submitter” is selected as a user role. See Manage Users for details.
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Lender Servicer OIG - Closeout Audit Submission

Closeout Audit Submission - Compliance Audit Information

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

FSA i

Comglipnce &udq = Entiy Meame. ABC Universit
B comal i * OPEID: 12345678

B Uels & s Tal

4]

Lenders?

1. Is this submission covering mults

YES N

2. Indicate the Period Audited [~ /dd/ vwyy "@
Begin Dete
End Date

2. Review Auvditor Information:

Reacords Indicote your Curren t Avditor In. Twet &2
YES O
Is thes snforrmetion correct™
)
Emter Auditor's TIN —_—
(Opticnal)

Apditor s Namer.
Audstor Firm Name=.
Addrens 1+,

Address 2 [ Ophionel).
City~=

State [ Optional ).
Courntry=. Eelect a Courtry
Phone &= T
Fax & { Optiomel )
Ermasl Address =

J—

4. Does this Compliance audit contain any findings related to the Federal
Family Education Loan Program (FFELP)?

yES NO
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o ok w

10.

11.

Confirm the information displayed is correct.
Is this submission covering multiple Lenders? YES/ NO

Note: If you select ‘No’ to Question 1 then user will not have ability

to add more entity in the Lender table.

If ‘Yes’, follow the steps in section ‘Adding Entity to the Lender table’.
Begin date is the beginning of the audit period.

End date is the end of the audit period.
This is the auditor on file with the Department of Education.

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

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

Does this Compliance audit contain any findings related to the Federal Family Education Loan
Program (FEELP)?

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.

Click the SAVE and PROCEED button to go to the Annual Submission-Lender Annual
Submission Completeness Checklist page. This is the next stage in the submission

process.
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Closeout Audit Submission Completeness Checklist
If you successfully entered or saved the information inputted on the Compliance Audit page by clicking on the
SAVE AND PROCEED button, the screen below should appear. This page can also be reached by repeating the
LOGIN step. This will take you to your entity’s eZ-Audit homepage. On the upper left-hand side of the page, you will
see a 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:

] i (| % £IE J »rE N 1
i Cooglipgaog &gder — Ermbity Facee,; ABC Univorsity
9 Comolete-wgy Chegictgs * OPEIDY 3 aRenETH _,_____@
0 Loloed Acrachergnry
3 Sume—it Lo Flsads g ceSooeed

. Ploease snsure the following are incluoded in yowr submission. if applicable:

Are the following itemmnms. if applicable. inclosded n the attachment of yoowr Closeout Awdet
Submisskon®

- BeprwrEwrr Irafor rradsdonm St

—_—

- dyedirtor bnforrmatsomn Sheed

- Swrremacy Schedube A

- Burmrmuecy Schedube B

. s rrermy e handn b

L L L e T E . TR

- S AErE TS S AN Cad el e A et B S g

- Casr st Attt Plas

- Bekedule of Forvdimgs b Queriioned Cowls
2. Does e ledependent Acdiior's Aocpor? mane cefererres o the exnmenetior aof PEHU.WH‘;@
rmansgermeri sasseriGone™ [§F sappircsbie)

T wlstatsirasl ElogSa iy B Puerts s epes s oam
Pl poriing

- Shwderrk ERigibrsliby

— O i o e e e

- Refumats Return of Tille Tw

- EAPS & CEsn P per ek

e Ll LT = e [ T

- Elmmaraat

- Wpltoeded doCcurreentiis]) masl e in Toegliah il

O maest ireciuste FPeraoraeify fdemetafiatsfe Endfarmaedsoss (AT )
I. Conitsct Informabien Additional NMotes
Fgpse Ml WE ST AT I rerdanrt e P Suwehinere g eedievg TR e S s

Fresidemt) CEOD Contact
Fd merer=

ey

FCa——

B mned CPA Cortsct

Fipem timemas
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Confirm the information displayed is correct.

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

Provide contact information (name, email, phone) President/CEO Contact and Firm & CPA
Contact (FIRM Name, Auditor Name, Email, Phone) for who should be contacted regarding
the submission and/or additional notes as necessary.

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.

IMPORTANT WARNING: 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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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 entity’s eZ-Audit homepage.
On the upper left hand side of the page, you will see a section “Other Submissions”. Click on the
underlined text “Closeout Audit Submission”, and then click on the underlined text “Upload

Attachments”. The screen in the next page should appear:

STUDENT AILD

1] Simt‘!ﬂs’ &iss = Enbity Name: ABC University

8 Comaleteness Checkiss VARSIt

B Upload Amachments ’\@

0 Submi Ls part of your Ooneoul Audt Submisson, you musl mchud
3 =] 3

File: | Choose Fie | No file chosen

Compliance Audit:
Corrective Action Plan.

Other.

1. Confirm the information displayed is correct.
2. Click on the Choose File button to search for document(s) to be attached. Then follow instructions on

the next page on searching and attaching document.
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Organize = Mew folder ZZ in | o

Mame
a Quick access
~ Along time ago (2)

# Documents ¢
# Downloads e Delinquent Letter- (1)
Pictures - @ Waiver Exemption Request (1)
~
FSA - eZ-Audit +  Today (3)
P & Servicer infermation a. Select Comect folder or directony
resbprnent ) < to locate the file.

2019 Release 6.0 Weekly Status Repori # % COrective Action Plan - Sample

e Comphiance Audit - Sample
g G

Bl Desktop

mm Servicer Information

e eZ-Audit Worksheet
Domestic Schools - Draft

FIQS5 - Updated

Foreign Schools - Draft
@ OneDrive - Collabralink
@ OneDrive - Personal
b. Ensure the comedt file A
7 S i c. Click on the Cpen
0 This PC Tiare i dishlayed button to attach the file.

& Network

| |ANFiles -

1. Check all appropriate documents attached are in English and do not contain any Personally

File name: ||

Identified Information (PIl). To view what is included in PII please hover the mouse over the word
PIl.

(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
your work.

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-Closeout Audit Submission-submit page.

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

audited compliance audit. Please note that all files must be in a non-editable .pdf format and NO
personal information should be contained in attachments such as Social Security Numbers.
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Closeout Audit Submission-Submit

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

appear:
DERAL

‘lll DIENT AID

L ee———
B Compliance Audit » Entity Name: ABC University
8 Comslateness Chackiips " OPEID: 12345678

B Upload Amachments

—

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

1 hereby certify that, to the best of my knowledge and belief, all
infarmation in this submission is true and accurate.

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

1. Confirm the information displayed is correct.

2. Please read to understand and attest that you have met all requirements.
Click on the “SUBMIT TO ED” button to complete your Closeout 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.
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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.

You will have read access only once submitted.
NOTE
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Lender Servicer OIG - Stub Audit Submission

Stub Audit Submissions Compliance Audit Information

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

,[. B ,{ AL1 A@m&m&m
STUIDENT AlLL>

0 complance Aydis w Entity Marme: ABC Univorsity
a — - OPEIDu 12345678 .‘_@

1. Is this submission covering multiple Lenders?

YES NO

2. Indicate the Period Awsdited | mon/dd/ vyyy

Bagin Date:

Cnd Date: ‘@
Reason for Stub Audit
2. Heview Auditor Information: @
ARecords Indicate your Cirrent Avddtor Ini test 433343433 “@
YES NO

Is this information correct 7

e
Enter Acchitor's TIM

(Dpticnal)
Auditor's Mame-
Anselvton Firmm Mamwe-:
Address 1-i
Address 2 (Optional):
City=: ’_@

State (Optional):
Comprlry=: elect & Country -

Phone &~

Fax ® (Dptional):

Email Address-:

PR

4. Does this Compliances audit contain any findings related to the Fadaral

Family Education Loan Program [(FFELP)?
YES O
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N ogokr ©

10.

11.

12.

Confirm the information displayed is correct.
Is this submission covering multiple Lenders? YES/ NO

Note: If you select ‘No’ to Question 1 then user will not have ability

to add more entity in the Lender table.

If ‘Yes’, follow the steps in section ‘Adding Entity to the Lender table’.
Begin date is the beginning of the audit period.

End date is the end of the audit period.
Provide a reason if your audit period is less than a year.
This is the auditor on file with the Department of Education.

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

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

Does this Compliance audit report contain any findings related to the Federal Family
Education Loan Program (FEELP)?

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.

Click the SAVE and PROCEED button to go to the Annual Submission-Lender Annual
Submission Completeness Checklist page. This is the next stage in the submission

process.
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Stub Audit Submissions Completeness Checklist

If you successfully entered or saved the information inputted on the Compliance Audit page by

clicking on the SAVE AND PROCEED button, the screen below should appear. This page can
reached by repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage. O

also be
n 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 s
below should appear:

TA

TEDILEAL
¥

P AR AN e MRS o AR LA, o MM

STLILVE ST ALY
t [} i ¥
0 Comabpros Syde - Bty Mo ABC Wniversity
] I &) * OPEID: 1Z3450TH
B yYalzed Ampchrenty 'ﬁ——_@
n = Bt FipaSy are regoeed

1. Plesse ansure the following are included in your submission. il spplicable:

creen

Are the following items, if applicable. included in the attachment of your Stub Audit

Submission?
+ Berwicer Infermation Shest —

- Bwditor Tntormeteaen Sheet
. Bumrnery S
- Sumemary Bohedule B
- Sumreary Schedule ©

B duie edds ek preer e r Fouiingn

Explanstian of Al Curre wk Yeur Audit Findinga

+ Retfewduwie ol Findiegs b Questioiesd Costs

T Ohin Ahs LAdems el R il 8 Beasl mmns cotessmis Vi Ve 5o meinalion wl g ised
mansgement asvwertoans? (f spplicabie)

« Immtituiianal Ellgibility & Perbicipation

Meparting

» Stsdent Eligetility

- Drsburssrmeniy

- Beturds) Return of Titks 1Y

. GAPS K Cash Mansgemsnt

+ i nistr ativw Copatmbity

Uplosied Soourment{s) muet e n Eaglisn

o D Ao e Persaasily Tdentsbie [afoemstamn FPTT )

3. Conmtact Information/ Additionsl Notes

Fmmye wl ow

s o gurtiicen reparSrg s Tubrmae

Prosssert S OO0 Coentact
Fimrear
Srmil

reen

Firm and CPA Cormtast

o P _.°
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oA

Confirm the information displayed 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 (PII). To view what is included in Pll please hover the mouse over the work PII.

Provide contact information (name, email, phone) President/CEO Contact and Firm & CPA

Contact (FIRM Name, Auditor Name, Email, Phone) for who should be contacted regarding the

submission and/or additional notes as necessary.

o 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.

IMPORTANT WARNING: 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 entity’s eZ-Audit homepage.
On the upper left hand side of the page, you will see a section “Other Submissions”. Click on the
underlined text “Stub Audit Submission”, and then click on the underlined text “Upload Attachments”.

The screen in the next page should appear:

FEDERAL
STUDINT AID

L ——— . ’
Compliance Audit » Entity Name: ABC University

B Completeness Checklis: * OPEID: 12345078

B Upload Astachments ‘\‘G

0 submiz Az part of yoor Stub Aual Submission, you mest inclc mplels

File: | Choose FilgMNg fie chosen

Compliance Audit:
Corrective Action Plam:
Other:

1. Confirm the information displayed iscorrect.
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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Crganize « Mew folder S - i | e

Mame
o Quick access
~ A long time ago (2)

& Documents ‘
4 Downloads 3 Delinguent Letter- (1)
Pictures @ Waiver Exemption Reguest (1)
—
FSA - eZ-Audit - Today (5)
& B Servicer information a. Select Comect folder or directony
eerlapmet . to locate the file.

mm Corrective Action Plan - Sample

2019 Release 6.0 Weekly Status Repor #
N Campliance Audit - Sample /

. e |
- . .
@ Servicer Information
j~ ]

B Desitop eZ-Audit Worksheet
Domestic Schools - Draft

FIOS - Updated

Foreign Schools - Draft
@ OneDrive - Collabralink

@ COnelrive - Personal

b. Ensure the comect file

= P L c. Click on the Open
| This PC name is displayed

button to attach the file.

& Netwoark

»

| All Files ~

3. Check all appropriate documents attached are in English and do not contain any Personally Identified

File name: ||

Information (PII). To view what is included in Pll 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.)
4. After the document has been selected and the file type identified by checking the box, click the “ADD”

button to ensure that the document has been successfully attached to your submission.

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

saved yourwork.
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 Lender-Stub Audit Submission-submit page.

NOTE As part of your stub audit submission, you must include an electronic copy of your
complete audited compliance audit. Please note that all files must be in a non-editable
.pdf format and NO personal information should be contained in attachments such as
Social Security Numbers.
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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 entity’s eZ-Audit homepage. On the
upper left-hand side of the page, you will see a section “Other Submissions”. Click on the underlined text
“Stub Audit Submission”, and then click on the underlined text “Submit”. The screen below should

appear:
) o\ i‘_h_| -! '|l|
- l 1 |i | ]
TEDIRAL @ AR HOME w JMELD.. . MANAGE SRS [ MOGOUT,
STUDENT AID
| —— AUCIL SUDIMI
Smpliance Augt w Enbity Name: ABC University
0 Complisnce Aud
B Completeness Checidist " OPEID:| 12345678 P
B Yzloag Amachments
8 Submit By selecting "Submit to ED', the information you have entered on these

pages will be sent to the Department of Education,

I hereby certify that, to the best of my knowledge and belief, all

information in this submission is true and accurate.

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

1. Confirm the information displayed is correct.
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.
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Your Submission has been received by the Department of Education. You will be
contacted if additional information is needed after the submission has passed the
edit/completeness check.

NOTE You will have read access only once submitted.

AUGUST 2020 66



PROUD SPONSOR of
the AMERICAN MIND ™

FederalStudent Aid

An OFFICE of the US. DEPARTMENT of EQUCATION

Step-by-Step Guide to Using eZ-Audit For Lender OIG and Lender UG Audit
Guide

Lender Servicer OIG - Exemption Request

Create Exemption Request

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

( ite Exemption Re

= ABC University
* OPEID: 12345678 -1—_._.___°

s';; ot

-
L

hoosa

Waiver fExemption Requested | 3 W
For FYE®: Select FYE

By clicking the “Submit to ED" button below, I certify that T am
the individual currently signed into this system on behaif of the
entity, and that 1 am authorized to submit this information on
behalf of the entity. [ also certify that, to the best of my
knowledge and beliel, all information wn this document ia true and
correct. I understand thet if the entity provides fadse or
mislesding informatian, the U.S, Department of Education may
terminate the entity’ s eligibility to contract with any institution to
sdminister any aspect of an institubion’s parbcipation in any Tie
IV, HEA program, | also understand that I may be subject to & fine
or not more than 525,000 or imprisonment of not more than five
years, or both, for misinformation that is material o receipt and
sitswardahip of tederal student aed funds

By clicking the ~“Submit to ED" button befow, I certify that [ am
not in default on & federal student loan or that 1 have mads
satisfactory arrangement to repay it.

If you do not have the "Submit Te ED™ button balow, the
Subemibh not indicated as one of your roles. Ples the
Mansg Section of Help

bANREL.,  SUBMIT.IOED..
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1. Confirm the information displayed is correct.

2. Click on the Choose File button to search for document to be attached. The screen below should

appear:
« < 4 ¥ » ThisPC » Downloads v 0 2> M @
Mame
w Quick access
v Today (5)

# Onelrive - Collabral ) l
@ Servicer Information

@ OneDrive - Personal B Servicer information
m ef-Audit Worksheet a. Select Comect folder or directony
A This PC 2 ; to locate the file.
m Corrective Action Plan - Sample /
W Metwork m Compliance Audit - Sample

+ A long time ago (2)
@ Waiver Exemption Request (1)
@ Delinquent Letter- (1)

b. Ensure the comect file|

Click on the O
name is displayed s s

button to attach thgfile.

File name: || 4 | AlFiles v

3. 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. The screen will then change to the screen in the next page:
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FSA

FEDERAL
STUDENT AID

-

ABC University
" OPEID: 1234567E

your icme Sage

File*: | Choose File | file chosen
Waiver/Exemption Rh!:\.lﬁzl;':!d —~Ealect FYE -~ ¥ "o
ample.pof Reguest document DAL

By clicking the “Submit to ED” button below, 1 certify that T am
the individual currently signed into this system on behalf of the
entity, and that 1 am auvthorized to submit this information on
behalf of the entity. 1 also certify that, to the best of my
knowledge and belief, all information in this document is brue and
correct. 1 understand that if the entity provides false or
misleading information, the U,S. Department of Education may
terminate the entity’s efigibility to contract with any inatitution to
sdminaler any sapect of an instdution's parbicipation in any Title
IV, HEA program. [ also understand that 1 may be subject to a fine
or not more than $25,000 or imprisonment of not more than five
years, or both, for misinformation that is msterial bo receipt and
stewardship of federal student aid funds

By clicking the “Submit to ED" button below, 1 certify that I am
not in defacit on 8 federal student loan or that [ have made
satisfactory arrangement to repay it.

If you do not have the "Submit To ED” button below; the

Submitter is nol indicat=d as one of your roles. Plesse see the
Manage Users Section of Help

O e®

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

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

6. Click the “SUBMIT TO ED” button to submit your Exemption Request. 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. This will
then take you to your entity’s homepage with a displayed confirmation of your transaction.
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Lender Servicer OIG - Additional Information

Additional Information Submission

This page can be reached by repeating the LOGIN step. This will take you to your entity’s eZ-
Audit homepage. On the upper left hand side of the page, you will see a 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

ABC University
OPEID: 12345678

T § add® : fr e drop-Oowr Dox below [o associsle & mih. Plesse use

To submil sddlioral mformalice. you st seiect 3 submason from The drop-do L] th. Plesse use
the sdditansl felds t= upload the files that you wesh B2 submd (o the Cepg t af Eduzalicn. Pinsse male, o1 Nies must b2 =
2" formal

Submission to Associate With*: [ — Selact 8 Sudmisson - ¥

f A
Choase F:le. No file chozen

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

AUGUST 2020 70



Federal Student S

OFFICE of the US. DEPARTMENT of EOUCATION

Step-by-Step Guide to Using eZ-Audit for Lender Servicer OIG and Lender Servicer UG Audit
Guide

. < 4 % » ThisPC » Downloads v 0 > [ @

Mame
# Quick access

v Taday (5)

8 Servicer Information

# OneDlnve - Collabral

# OneDrive - Personal @ Servicer information

m e7-Audit Worksheet a. Select Comect foldes or directory
W This PC | tolecate the file.

m Corrective Action Plan - Sample /
Wk Network m Compliance Audit - Sample
v Along time ago (2)

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

b. Ensure the comect file

Click on the Oy
name jxdisplayed el

button to attach the file.

File name: | < | AllFiles 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 compliance

audit submission.

NOTE To submit additional information the submission must still be under FSA review.
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Section 2: LENDER SERVICER UNIFORM GUIDANCE (UG)

Lender Servicer UG - Annual Submissions
Annual Submission Compliance Audit Information
To complete your Entity’s annual submission, complete the LOGIN step. This will take you to your Entity’s
eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Create Annual

Submissions”. Click on the underlined text “Create FYE Annual Submission”, and the screen in the next
page should appear

with your Entity’s name:

NOTE If you are login in for the first time you will not see the see the Create FYE
XXIXXIXXXX Annual Submission, you need to complete the Change Fiscal Year End

Date request first. Once it is approved you will see the link for the Annual Submission.
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AR

A AR AR e e DT e o BERAEE ST oo ST e

Entity Mamo: ABC University

-~ == OPEID 1254567 ‘w
- Py = =
Faw T

2. Im EFs s S e Oory e g s M e el

i =1 -

2. IASicate e Perecot Acdiled == 51 sy
Pagrm Deta O k.
[ - L

J. Bewieww dsdrior Inforsmetoom:
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i s
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IF 5 iw o Gfviw gueewbioee Se rroh el

— Swigct pr Dpnion Thipe — W
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Confirm the information displayed is correct.
2. Is this submission covering multiple Lenders? YES/ NO
Note: If you select ‘No’ to Question 1 then user will not have ability
to add more entity in the Lender table.
If ‘Yes’, follow the steps in section ‘Adding Entity to the Lender table’.
Begin date is the beginning of the audit period.
End date is the end of the audit period.
This is the auditor on file with the Department of Education.
If the auditor’s information is correct, no action is required. If incorrect or this is a new auditor, please
select NO, and update with current information.
Please fill up all the mandatory fields. When Country is “United States” then TIN and State are

o0k w

N
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10.
1.

12.
13.

required fields.

Was the student Federal Family Education Loan Program (FFELP)audited as the major program?
Note: If the answer to this question is NO, do not answer question6.

Does this A-133 report contain any findings related to the Federal Family Education Loan Program
(FEELP)?

Opinion type Note: If Yes to Question 4, Select the option from Opinion type drop-down.
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.
Click the SAVE and PROCEED button to go to the Annual Submission-Lender Annual Submission
Completeness Checklist page. This is the next stage in the submission process.

Adding Entity to the Lender table

[ T £ ! 1S
0 Comaliance Sudit = Entity Mame: ABC University

H RS e - OPEID: 1234S0TE

1. I=s this submission covering mulliple Lenders?

= YES

@

3 Add Lender OPEID. Note: Please enter the 8 digit OPEID to the table.
4 To Save the OPEID to the table Click on Save button below of the Compliance Audit page.
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Deleting Entity from the Lender table

STUDENT AID

__|

B Compliance Audit » Entity Name: ABC University

B Completeness Checklist S P TN

B Upload Attachments ‘\o
B submst

1. Is this submission covering multiple Lenders?:

* YES NO

NYSHESC
NEW

S"TCR;F ALBANY MY

HIGHER

Eou
70002700 | COSTEP EDINBURG TX

v /
Add Lender OPEID: ‘/o

To add the Lender OPEID to the table click on Save button belo

3 In Delete column, Check the box to delete any Entity from the Lender table.

Note: Click the Save button at the bottom of the Compliance Audit page to delete the Entity from the table.
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Annual Submission Completeness Checklist

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

| STUDENT AID

|
i &7 serncer L Jal SUDMISSIOr HECKLIST
| ————— e — < v

I3 Compliance Audit w Entity Name: ABC Univorsity
' 1 Completensss Checkist * OPEID: 12345678

'3 Uniced Attachments

J m All Falds »re requ-ed

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

- Schedule of Expenditures ol Federal Awards
- Schedule of Findings & Questioned Costs

. Corrective Action Plan

Summary schedule of prior year audit findings
Independent Auditor's Repart on Campliance with Reguirements applicable to Fach
Major Program and Intermal Control Over Compliance in Accordance with OMEB Clircular A-13

- Upleaded document(s) must be in English

- Do not include Personally Identifiable Enformation (PIT)

2. Contact Information/Additional Notes —
Please at us kno P to contact voth QuetB:ons regarding thes ubrmussaon,
President /CEDQ Contact E—
Mame-
Ermals
| Pharg =
Firm and CPA Contact >—°
Forrm Mg
Avrditior Flannee
Eraels
Driugs e »
—
Enter any additonal rotes
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Confirm that the information displayed is correct.
Ensure all applicable documents are included with your A-133 audit report submission and also Hover to PII.
Provide contact information (name, email, phone) President/CEO Contact and Firm & CPA

Contact (FIRM Name, Auditor Name, Email, Phone) for who should be contacted regarding the
submission and/or additional notes as necessary.

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

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

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

Click the SAVE and PROCEED button to save all entries and to take you to the Upload
Attachment page. If you are an entity group this will take you to the Upload page for the
entity you have selected.
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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 entity’s eZ-Audit homepage.
On the upper left hand side of the page, you will see a section “Create Annual Submissions”. Click on
the underlined text “Create FYE xx/xx/xxxx Annual Submission”, and then click on the underlined text
“Upload Attachments”. The screen below should appear:

_ITEDERAL 7 2
STUDENT ATD

— .| Lender servicer UG Annual Submi
0 Comoiance Aydt w Entity Name: ABC University
B Complstensss Checkint . DPEID: 12345678
B Ygloed Mttachments
O Subent ou must inchuce an electrone copy of your complete sudited
n [ applcable ). Paase vae the Hatds below to upload the Nas
'y

Education. For each file you wploed. wie the checkbeores to
cte, sl fles must be o paf format. Upload times mary visry
pload times graster than 1 mnute 4 common - pleate wast for page

File:  Choose Fié NO file chosen

Cormpliances Auditi
Corrective Action Plan:
Other:

0
© P o

wbAlibbhe  AAR. ML MGLASCLLD.,
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Confirm the information displayed is correct.

2. Click on the Choose File button to search for document(s) to be attached. Then follow
instructions on the next page on searching and attaching document(s).

Organize = Mew folder = = [N 0

o Quick access

B osnis ~ A long time ago (2)

4 Downloads e Delinquent Letter- (1)

B Pictures o Waijver Exernption Request (1)

FSA - eZ-Audit »  Today (5)

- Servicer information &. Select Conmect foldes or directony
ResEpment A to loca = file,
2019 Release 6.0 Weekly Status Repori # % COfrective Action Plan - Sample =

G e Comphance Audit - Sample
g 4

BB Desktop

3 Servicer Information

m el-Audit Worksheet
Domestic Schools - Draft

FIQS - Updated

Foreign Schools - Draft
@ OneDrive - CollabraLlink

@ OneDrive - Personal

b. Ensure the comect file|

5 P i c. Click on the Open
8 This PC name is dlipl}ﬁ\,en

butten to attsd'l/thE file.

o MNetwoark

File name: || | | ANFiles v

3. 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.)
4. After the document has been attached and the file type identified by checking the box, click the “ADD”
button to ensure that the document has been successfully attached to your compliance audit submission.
5. 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 Lender-Annual-Submission-submit
page.
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Annual Submission-Submit

If you successfully entered, saved and attached an electronic copy of your submissions by clicking on
the SAVE and PROCEED button, the screen below should appear. This page can also be reached by
repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage. On the upper left hand
side of the page, you will see a 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:

« OPEID: 12345678

1 Completeness Checklist

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

J Submit

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

1f 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.

Confirm the information displayed is correct.

2. Read to understand and attest that you have met all requirements.
3. Click on the SUBMIT TO ED button to complete your Annual Submission process. This will then

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

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

NOTE You will have “read” access only once submitted.
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Lender Servicer UG - Change in Fiscal Year End

Change in Fiscal Year End Submission

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

FSA

FEDERAL
STUDENT ALD

Chanege in Fisca

ABC University
OPEID: 12345678

Our records indicate that the current fiscal year end for
NYSHESC NEW YORK STATE HIGHER EDU Is 07/31/2019

Our records indicate that the current Audits for
NYSHESC NEW YORK STATE HIGHER EDU are submitted under

Uniform Guidance

Enter new fiscal year end: | Select Month »

016
Uniform Audit

Guidance Guide
Are you submitting the Audit under?: .

By clicking the “Submit to ED™ button below, 1 certify that 1 am the individual
currently signed into this system on behalf of the entity, and that 1 am authorized to
submit this information on behalf of the entity. I also certify that, to the best of my
knowledge and belief, all information in this document is true and correct. 1
understand that il the entity provides false or misleading information, the LS.
Department of Education may terminate the entity’s eligibility to contract with any
institution to administer any aspect of an institution’s participation in any Title IV,
HEA program. 1 also understand that 1 may be subject to a fine or not more than
$25,000 or imprisonment of not more than five years, or both, for misinformation
that is material to receipt and stewardship of federal student aid funds.

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

Click on the dropdown list to change month as desired.

Are you submitting the Audit under? Note: Select the Uniform Guidance Radio button option for Lender-
Uniform Guidance.

4. 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.

W=
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Lender Servicer UG -Closeout Audit Submission

Closeout Audit Submission Compliance Audit Information

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

ESA

¥ B > § moA L
STLIPETE ALED

-5 I 3
Ezmalerce foa8 Entity Mame : ABC Univorisit

o :
a i i H OPEID: 1Z3456TH
B Yosen sumscheranis

O Sctenit

2. Indicate the Period Asdibed {387y yy

Segin Date
End Dot
. Barwiew Auditor Tnforsmation:
Recorss DAdicats womr Chrrant Asdfter Is: ~a—e EFTRTET A ‘—@
vEE MO
g

Is vmis forneation correctf

Enter Auditocrs TIM]
(Dpmenad)
Auaros @ PEsre

Augitos Flem Marms -

Aggrere A
Adareis I (Ooticoaml)
oy

State (ODUGAIIY
Country= |— Celmct @ Cowniny — v
ey -

Fax & (Opeieng)

Ermai Address-

4. Was the Stedent Federal Family Educstion Loan Program (FFELP)
sudited 23 the major program®
if mo, guesticen & m not apphicabie.

YES MO

5. Doven Ehein A-133 Ihﬂ-ﬂr‘ Surbain -y 'lr“‘l"‘"i related 10 the Federal
Family Educalion Loan Program (FEELP)T

YES recy

G, Opinion Type
IF & in Ao bhis questions s mot spatcabl

— Exfact an Opinicn Type — ¥
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o ak W

10.
11.

12.

13.

Confirm the information displayed is correct.

Is this submission covering multiple Lenders? YES/ NO
Note: If you select ‘No’ to Question 1 then user will not have ability
to add more entity in the Lender table.
If ‘Yes’, follow the steps in section ‘Adding Entity to the Lender table’.
Enter Begin date of the audit period.

Enter End date of the audit period.
This is the auditor on file with the Department of Education.

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

Please complete mandatory fields as applicable. When Country is “United States” TIN and
State are required fields.

Was the student Federal Family Education Loan Program (FFELP)audited as the major
program? Note: If the answer to this question is NO, do not answer question6.

Does this audit report contain any findings related to the Title IV funding program?

Opinion type Note: If Yes to Question 4, Select the option from Opinion type drop-down.
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.

Click the SAVE and PROCEED button to go to the Annual Submission-Lender Annual
Submission Completeness Checklist page. This is the next stage in the submission

process.
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Closeout Audit Submission Completeness Checklist
If you successfully entered or saved the information inputted on the Compliance Audit page by
clicking on the SAVE AND PROCEED button, the screen below should appear. This page can also be
reached by repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage. On the upper
left-hand side of the page, you will see a 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:

LA |

= Entity Mame: ABRC Univorsity

Comslete-szs Chactiss = QPEID: 12348878
Upload Amrachments F———@

E :_:"! =ide afe reguire
1. Please ensure the following are included in your submission, if applicable:

Are the following items, if applicable, included in the attachment of your Closecut Audit
Submission?

= Schedule of Enpenditures of Federal &wards
- Corrective Action Plan
= Schedule of Findings & Queationed Costw

—_—
+ Surmmary schedule of prior year audit lindings

= Independent Auditor's Report on Compliantce with Reguirements sapplicable to Each Major
Frogram and Internal Control Owver Compliance in Accordande with OMB Circular A-133
= Olosecult

= Uptoaded document{s]) must be vn Engliah

= Do not inthude Perzonsily [dectifiabhe Informatson (PIT)

2. Contact Information/ Additional Notea

Tesse il va kmew whe Do combect with guestions regerdeng This subrmisseee

Prewdent/CEQ Contact — —
femimeE
Eons

Firm and CPA Conlact

AoSilor Mg

EeN—

=i any sQditonal moles
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Confirm the information displayed is correct.

Ensure all applicable documents are included with your A-133 audit report submission.
Provide contact information (name, phone, email) of who should be contacted regarding the
submission and additional notes or comments as necessary. Please feel free to attach any
additional document(s). If you do attach these additional documents, please write a note in
this field advising that you have attached additional information not required in this process.
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.

W=

2
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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 entity’s eZ-Audit homepage. On the
upper left hand side of the page, you will see a section “Other Submissions”. Click on the underlined
text “Closeout Audit Submission”, and then click on the underlined text “Upload Attachments”. The

screen in the next page should appear:

—

T O MBILIONE, L P WANAGEASEES OGN
STUDINT AID

. y ;

n simw » Entity Name: ABC Univorsity

3| ; = Eh i « OPEID: q3y4maTs

B Upload Amazhments

uilh_’l"' R inchude an slecirenic copy of your compinte

eable). Please cae the felds Below t2 ypiced the

grl of Eduzalion. For cach fis you wupined, vis the

gt Bm my ket
echboxes to mScale ot Plgsse nole. ol Tim must be (n pd” Pormat
Upizad Lemes may vary Sap Bul upiond Lemes grester than 1 minule s
Mo sesze hal T Lag =]

File: | Choose Fila | No file chosen

Complance Audit:
Corrective Action Man,
Other.

ﬂﬂ-ﬂ.ﬂ

Lo, .
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1. Confirm the information displayed is correct.
2. Click on the Choose File button to search for document(s) to be attached. Then follow instructions

on the next page on searching and attaching document.
Crganize = Mew folder S il | o
MName

s Quick access
« A long time ago (2)

# Documents s
$ Downloads ’ m Delinguent Letter- (1)
B Piciures 2 m Waiver Exernption Request (1)
FSA - eZ-Audit ¢ 7 Today (5)
s @ Servicer infarmation a. Select Comect folder or directory
Developroent i ] to locate the file.,
2019 Release 6.0 Weekly Status Repor # % COfrective Action Plan - 5"’“”"(‘/
e Compliance Audit - Sample
wf G ol g
=3 Servicer Information
BB Desktop

E ef-Audit Worksheet
Domestic Schoals - Draft

FIQS - Updated

Foreign Schools - Draft
@ OneDrive - Collabralink

@ OneDrive - Personal

b. Ensure the comedt filg = Click an the Open

| This PC narme:x disylayed button to attach the file.

& MNetwork

File name: | | | Al Files v

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
PIl.

(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.
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5. Click the CANCEL button to erase/delete all entries since the last time you saved yourwork.
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 Lender-Closeout Audit Submission-submit page.
NOTE As part of your stub audit submission, you must include an electronic copy of your
complete audited compliance audit. Please note that all files must be in a non-editable
.pdf format and NO personal information should be contained in attachments such as
Social Security Numbers.

AUGUST 2020 90



Federal Student e AERTOAN e

# OFFICE of the US. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for Lender Servicer OIG and Lender Servicer UG Audit
Guide

Closeout Audit Submission-Submit

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

appear:
FgA % AuDiT

TEDERAL @/ AUDTNOME, o HILP | MANMGE USLFS [ LOGOUT

STUDENT ALD

e ——— WQSCOUL AUGIL 2l DM
[

B Comgliznce Aucit w Entity Mame: ABC Univorsity

B Comglereness Checkiiss * OPETD: 12345678 %

B Upload Amechments S

0 submis By selecting "Submit to ED', the information you have entered on these )

pages will be sent to the Department of Education.

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

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

1. Confirm the information displayed is correct.
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.
Your Submission has been received by the Department of Education. You will be

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

You will have read access only once submitted.
NOTE
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Lender Servicer UG - Stub Audit Submission

Stub Audit Submission Compliance Audit Information

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

-S-
T I DERAL Er AR L o LEEARE., AN TR R, T R L SR
STV ERT ALY
Rarrahecon Sedd ; :
= ey Entity Name: ABC University
_:u.r.&l "wl = OPEID: 12345678 ‘“\_.@
FN S

1. fe e subemisniis ddverimag rmualiplie Leoders®

T L]

F. Irsdivole thve Percod Sodted | == 2000 gy @
Sugem Dave |
s Ciata

W Pt BT A dTY

B Beeimws At §eefor rruet e ‘@

Bacsrdy frdicats yous Currand legier Ly =a—a = Fec Pl B ‘—@
AR S
TE IewE s TS s § O VT P
—

L e L L
]
i B R T

e e e

SpgirwEE d - i

e g 3| e ) )_@
Cory=

SEmtam O Ea

L sivie=t B mat Ry w

P & -

Faw WO pes )

W AR W -

A Was 1Fe Tlagdeal Bodosal Bamaaly Pllad a6l asn Lossn Progrars (BEFLP)
maref Al ww DT or e e mer
T e, ageem wtissn B on ol s o Bl

TER -]
5 Oows tFe A1 33 report Sosleac say Hadings relsbed o Uhe B el
Farrsby Cdutatiam Lioem Beggrar [ BRELE}®

e ]

. Opinisen Typs
If & sm e, s reeeslian o8 mol episs

= Eamct o Dprics Type — W
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N ogokr ©

10.

11.
12.

13.

14.

Confirm the information displayed is correct.

Is this submission covering multiple Lenders? YES/ NO
Note: If you select ‘No’ to Question 1 then user will not have ability
to add more entity in the Lender table.
If ‘Yes’, follow the steps in section ‘Adding Entity to the Lender table’.
Enter Begin date of the audit period.

Enter End date of the audit period.
Provide a reason if your audit period is less than a year.
This is the auditor on file with the Department of Education.

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

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

Was the student Federal Family Education Loan Program (FFELP)audited as the major
program? Note: If the answer to this question is NO, do not answer question6.

Does this A-133 report contain any findings related to the Federal Family Education Loan
Program (FEELP)?

Opinion type Note: If Yes to Question 4, Select the option from Opinion type drop-down.
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.

Click the SAVE and PROCEED button to go to the Annual Submission-Lender Annual
Submission Completeness Checklist page. This is the next stage in the submission

process.
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Stub Audit Submission Completeness Checklist
If you successfully entered or saved the information inputted on the Compliance Audit page by clicking

on the SAVE AND PROCEED button, the screen below should appear. This page can also be reached

by repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage. On the upper left-
hand side of the page, you will see a section “Other Submissions”. Click on the underlined text “Stub
Audit Submission”, and then click on the underlined text “Completeness Checklist”. The screen below

should appear:

FEDERAL
STUDENT AID

» Entity Mame: ABC University
« OPEID: 12348678

—®

1. Please ensure the following are included in your submission, if applicable:
Are the following items, if applicable, included in the attachment of your Stub Audif
Submission?

- Schedule of Expenditures of Federal Awards

« Corrective Action Plan

- Schedule of Findings & Questioned Costs

« Summary schedule of prior year sudit findings

« Independent Auditor’'s Report on Compliance with Requirements applicable to Each Major
Program and Internal Control Over Compliance in Accordance with OMB Gircular A-133
« Uploaded document(s) must be in English

All fiaids are regured

. Do not include Personally Identifiable Information (P11)

2. Contact Information /Additional Notes

Pizase let us know who to contact with guestans regarding this submission
President/CEO Contact )
Name-

Frm and CPA Contact

Frem Narme=
Audimor Name=
Ema
Phrone
Enter any adational notes
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Confirm the information displayed is correct.

Ensure all applicable documents are included with your submission. 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 work PII.

Provide contact information (name, email, phone) President/CEO Contact and Firm & CPA

Contact (FIRM Name, Auditor Name, Email, Phone) for who should be contacted regarding the

submission and/or additional notes as necessary.

o 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.

IMPORTANT WARNING: 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 Submission Upload Attachments
If you successfully entered or saved the information inputted on the Completeness Checklist

page by clicking on the SAVE and PROCEED button, the screen below should appear. This page can
also be reached by repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage.
On the upper left hand side of the page, you will see a section “Other Submissions”. Click on the
underlined text “Stub Audit Submission”, and then click on the underlined text “Upload Attachments”.

The screen in the next page should appear:

FEDERAL
STUDIENT AID

Compliance Audit » Entity Name: ABC University

B Comoleteness Checkiis: * OPEID: 12345078
a mit Az part of yoor Stulb Audl Submission, you mest incicle an clestrenic copy of your camplete
R snd sorrective sclion plsn (if appticab Fieate use (he Seids below Iz ugced the

cemplsrse suds sand <

For esch fi

File: | Choosa File®MNo fie chosen

Compliance Audit:
Corrective Action Plan:
Other:

B T3 1% YNERp— 7.1/ S—

1. Confirm the information displayed is correct.
2. Click on the Choose File button to search for document(s) to be attached. Then follow

instructions on the next page on searching and attaching document.
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Qrganize « MNew folder = - 1n | 0

Mame
o Quick access
> I ]
i = A long time ago (2)

4 Downloads 3 Delinguent Letter- (1)

B Pictures @ Waiver Exernption Request (1)

FSA - eZ-Audit +  Today (5)

= B Servicer information 8. Select Comect folder or directory
Development g to lpcate the file.

2019 Release 6.0 Weekly Status Repori # T COfrective Action Plan - Sample . —

G e Compliance Audit - Sample
=7 b

Bl Desktop

@ Servicer Information

m eZ-Audit Worksheet
Domestic Schools - Draft

FIOS - Updated

Foreign Schools - Draft
@ OneDrive - Collabralink

@ Onelrive - Personal

b. Ensure the comedt file & Click on the Open

| This PC neme is displayed button to attach the file.

/
& MNetwork
< >

File name: || . | | 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 PIl 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.)
4. After the document has been selected and the file type identified by checking the box, click the

“ADD” button to ensure that the document has been successfully attached to your submission.
5. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last time
you saved yourwork.
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 Lender-Stub Audit Submission-submit

page.
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complete audited compliance audit. Please note that all files must be in a non-editable
.pdf format and NO personal information should be contained in attachments such as
Social Security Numbers

NOTE As part of your stub audit submission, you must include an electronic copy of your
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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 entity’s eZ-Audit homepage. On the
upper left-hand side of the page, you will see a section “Other Submissions”. Click on the underlined text
“Stub Audit Submission”, and then click on the underlined text “Submit”. The screen below should

appear:

EFSA

FEDERAL
STUDENT ALD

AUDILINONE L L MELP | MANAGE USERS, | JOCOUT .,

L ——— loseoul Audit o
B Compliance Aucic = Entity Mame: ABC Univorsity

B Comalateness Checkis: * DPEID: 12045078 m

El Upload Amachments
a Iz By selecting 'Submit to ED', the information you have entered on these
Submiz pages will be sent to the Department of Education.

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

0

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.

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. This will then take you to your entity’s homepage with a
displayed confirmation of your submission

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.
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Lender Servicer UG - Exemption Request

Create Exemption Request

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

TEDERAL
STUDINT AID

= ABC University
* OPEID: 12345678 ——0

t agvimg

-
il eleen you o your Nome Fage w the ar sl

Feoe 3 Limg
0{‘ Choosa File imo
Al ‘/o

Waiver /Exemption Requested | =
for FyEs; |~ otectFYE- ¥

y e o

By clicking the “Submit to ED” button below, I certify that I am
the individual currently asigned into this system on behalf of the
entity, and that I am authorized to submit this information on
behalf of the entity. I also certify that, to the best of my
knowledge and beliel, all information in this document ia brue and
correct. I undérstand thet if the enbity provides falss or
misleading information, the U.S, Department of Education may
terminate the entity’s eligibility ko contract with any institution to
sdminister any aspect of an institution’s participation in any Title
IV, HEA program, | also understand that I may be subject to a fine
or not more than 525,000 or imprisonment of not more than five
years, or both, for misinformation that is material to receipt and
stewardahip of federal student aid funds

By clicking the “Submit to ED" button below, I certify that I am
not in default on & federal student loan or thet 1 have made
satisfactory arrangement to repay it.

If you do not have the "Submit Te ED™ button below, the
Submikt not indicated as one of your roles. Ples the
Mansg Section of Help

wbANCEL  NSWMMT.JOED,
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1. Confirm the information displayed is correct.

2. Click on the Choose File button to search for document to be attached. The screen below shouldappear:

« < 4 % » ThisPC » Downloads v [ & =y @ @
Mame
v Quick access
v Today (5)

s Onelrive - Collabral ) l
@ Servicer Information

& Onelrive - Personal B Servicer information

m ef-Audit Worksheet 8. Select Comect folder or directony
W This PC to locate the file.

m Corrective Action Plan - Sample
o Network m Compliance Audit - Sample

+ A long time ago (2)

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

b. Ensure the comect filg|
name is displaysd

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

File name: || ~| | AlFiles v

3. 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. The screen will then change to the screen in the next page:
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FEDERAL
STUDINT AID

ABC University
" OPEID: 12345678

H File*: | Choose File | file chosen
Waiver/Exemption Requested -
for Pyge; (= SOMRFYE - "-/o

iample.esf Reguest documant ORI

By clicking the “Submit to ED” button below, I certify that T am
the individual currently signed into this system on behalf of the
entity, and that 1 am authorized to sulimit this information on
behalf of the entity. I also certify that, to the best of my
knowledge and belwf, all information in this document is brue and
conrect. 1 understand that if the entity provides false or
misleading information, the U.S. Department of Education may
terminate the entity’s eligibility to contract with any institution to
asdminater any sapect of an insbitubion’s partizipation in any Title
IV, HEA program. I also understand that I may be subject to a fine
or not more than §25.000 o imprisonment of not more than five
years, or both, for misinformation that is msterial bo receipt and
stewardship of federal student aid funds

By clicking the “Submit to ED’ button below, I certify that 1 am
rot in defauit on o federal student loan or that [ have made
satisfactory arrangement to repay it.

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

Q..

4. Select the Fiscal Year End date from the drop-down for which you are requesting an exemption.

5. Click the CANCEL button to erase all entries.

6. Click the “SUBMIT TO ED” button to submit your Waiver Exemption Request. 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. This will then take you to your entity’s homepage with a displayed confirmation of
your transaction.
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Lender Servicer UG - Additional Information

Additional Information Submission

This page can be reached by repeating the LOGIN step. This will take you to your entity’s eZ-
Audit homepage. On the upper left-hand side of the page, you will see a 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
\'Fll__['ll.‘_'\._]:_ .-’\Il'l

ABC University
OPEID: 12345678

Te submitl sddilionsl wisrmalior, you mist seisct 3 submasion from The drop-Oowr Box below [0 sssociale & aith. Plesye use
the addifong! "aids 2 up ':d"  Tiles that you wish (o submt (o the Degg

f Educaticn. Plesse note, o Niles mvel be =

Submission to Associate With*: [— Select 8 Suomissan - ¥

fi A
Chaose File | No file chosen

1. Confirm the information displayed is correct.

2. Select submission to associate the additional information with. If the submission was not
submitted via eZ-Audit it will not be listed. If the review is completed, you cannot submit
additional information. Please check your Entity Homepage Notification section the status
of your submission.

3. Click on the Choose File button to search for document to be attached. The screen below shouldappear:
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- < 4 % » ThisPC » Downloads v | 0 Z~ [ @

Mame
2 Quick access
v Today (5}

#® Onelrive - Collabral ) [
@ Servicer Information

# OneDrive - Personal @ Servicer information

m e7-Audit Worksheet a. Select Comect folder or directony
W This PC ; | o Ipcate the file.

@ Corrective Action Plan - Sample
wb Metwork m Compliance Audit - Sample /
+ A long time ago (2)

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

b. Ensure the comecdt filg|

Clidk on the O
name is displaysd et ol

button to attach the file.

File name: || | | A Files 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 compliance

audit submission.

NOTE To submit additional information the submission must still be under FSA review.
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Section 3: Letters/ Notifications

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

F EDE Fl A L
STUDENT AID

B LR ETE R AT S U R TS S TO . w Entity Name: ABC Urniversity

= OPEID: 42348678
L Y i 2020 Ancial

Submission
S A AR R e b —

= Change Figes! Year End Date
* Lrepte Exempbion REcUest

Submessen ual Submission
16:44:48 has been
L = 1 A (il
- Ai il Compliance Audit: The complhance audt contams
findings. O 1 AL
& Submet Additanal [nformation Eetermination Letter
* Your Change in FY End Submission submitted on
<HUEWHISTONC M BRSNS, 04/08/2020 09:34:16 has been app
* You nge in FY End Submission submutted on
4042020 065:49:09 has been app e
ADMINISTRATION

* Update My Ugar Profile

OTHER LINKS

* Deot. of Educhtion
* Schools Portal

1. This should read the name of your entity and OPEID number. Confirm that this is correct.
2. This is the Notification section. Most recent entity’s submission status and other notifications

will be displayed.

NOTE Users should periodically check the Entity Home Page for an up to date status of their

submission.
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Resubmission/ Incomplete Letter

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.

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

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

1. Login to eZ-Audit. This will take you to your Entity’s Home Page. The screen below should

appear. Verify the name on your entity and OPEID.

TEDERAL
STUDENT ALD
R R RERTEARNURL S UENTSSIONES = ABC University OPEID: 12345678

FUS 20 13:21:38 s ir
Click hao8 10 vigw 1he [ncomaiats Leamer <
The Incomphtr Letter must be viewed before
» Submiz Addrigapl Jmfarmpsion Resubmission

'l . ® Yoyur Stub Audit Submapoen submitted on

36:46 has been received. Revie
s T yel FEamed
ADMINISTRATION

* Vadate My User Profis
= Vigw [ngnunen Brofilg

OTHER LINKS

* Deot of Education

& Cemnnly Dore

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

0&6/01/2020 12;19:11
OPE ID; 12345678

ABC University
Egyetem ul
Pilizczsba, |

Dear |

The Deparzrment of Education [Desartmant) raceived your Annual Submission for the fiscal year anded 06/30/2019 on 06/01/2020
12:08:55. The Depantment determined that "Benodopdmectacuia Unvarsity's submission is incomplete or in error for the
following reason{s):

Complisnce Audit
» - Compiiance Audit is not viewsble.
& - Corrective Action Plan iz not viewable.

Please resubmit the complizncs sudit andiaoinenoabatsRnENeithin 7 alendar days via eZ-Audit at httpy//wwe ezaudit.ed gov).
SBdomsocResOGasneR University is advised thar until an accepmabla compliance sudit is receivad, the institution is not in
compliance with tha audit submizsion requirements see forth ar 34 C.F.R. § £68.23. If the Dapartment doas not racelve an scceptabls
eomphsnce sudit, Ddnednodteachiaeet University vill be lizble for all unaudired funds for the audit periad, In 2ddition, failure to
submit an scceptable compliance audit may result in the Depariment initisting sdverse action against the instiution. induding
terminating or revoking the institution's program pamicipation agreement. or, if the institution has an sppiication pending for renewal
of itz cartification, denial of that application. Further, failurse to timaly submit an sccapmable compliance audit may cauze the
Department s datarmine that the institution i= in vielation of past :»u'fm-\aﬂ:n ;ro-.:s:or*s zer forth at 34 C.F.R. § 668.174{8)(3),
resulting in, among other f_huw;s provisional certification, the posting of a letter of credit (ot applicable to public institutions), and
placement on 3 hesghtenad ash monitoring psyment method.

1f you have sny guestions regarding the compliznce issus(z) addrassed in thiz |atter or the resubmission of your Annual. plaass
contact the e7-Audit Help Desk ar (877} 263-0780 batiean the hours of Sam and Spm EST. When prompeed, choose aption 2 for
incomplete letter,

Your immediate amention to this matter is greaty appreciated.

Sincerely,

U.S. Department of Education
Feders| Student Aid
Program Compliancs

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

FEDERAL
STUDENT AID

Home Page

| b » Ellhty Name: ABC Uniw.-r!.ill
« OPEID: 12345678
* Resubmit £YE 04/20/2020
Annyal Submission
i K SUBN =
@A —
* Change Fiscal Year End Dats * Your Fiscal Year End 04/30/2020 Annual
: Submission is due on 1/31/2021.
* Create Exemotion Request * Your FYE 04/30/2020 Annual Submission
Submission submitted on 06/05/2020 09:20:37 Is incomplete.
. cui“ ;IQ“Q"! !l n: s"nm'”'!nﬂ I 1
< : B The Incomplete Letter must be viewed before
Create Stub Audit Submission Resubmission
. i iti n j * Your FYE 04/30/2019 Annual Submission
submitted on 05/21/2020 11:59:09 has been

WYIEW HISTORCAL SUBMISSIONS ) received. Review of your submission has not yet

started.

4. Click the Resubmit link from left navigation area.
5. Correct submission as directed in Incomplete Letter. Portions of submission deemed

complete will be read-only.
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Delinquent Letter

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

jﬂ‘uﬂl“_“ -'__ m A m 1']_"&1“. N jl.mL. » E“l"? Narma: !Eﬂl ! !!I

* Crgate FYE 10/31/2018 Annisal +» OPEID: 12345678
Submiszion
BEAUTHERSUERTSSIONS ™ =
* Change Fiscal Year End Date
L i Chick hare to view the Delinquent Letter
* Create Closeout Augit Submission The Delinguent Letter vill be wiewable uulll‘_@
* Create Stub Audit Submission . '_r,“_'..":'-'_h'__“:."_‘,l_"l',' ::‘,.[._“:I'.’.f'[".r': Al

s sior Verdue
Chek hers 1o vigw the Delmguent Letor

The Delinguent Letter will be viewable unti
the submission is complete

* Submit Additional Information

ADMINISTRATION

* Update My User Profile
® View Institubion Profile

OTHER LINKS

» Dept. of Education
® Sch rkal

1. Click link to view Delinquent Letter. Delinquent letter will provide information regarding

which annual submission is overdue. Letter will open in separate window.
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UNITED STATES DEPARTMENT OF EDUCATION
Federal Student Aid - School Channel
School Eligibility Channel
eZ-Audit

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

Cr Proprietary
Proprietary School
1234 Proprietary Lane
Proprietary, D, 12345

Dear President:

Pursuant to 34 CFR 655.23 of the Student Assistance General Provisions regulations, an
institution participating in any Title IV, HEA program must submit annually to the Secretary,
its compliance audit and audited financial statements no later than six months after the last
day of the institution’s fiscal vear.

Your institution"s materially complete and acceptable audit andfor financial
statements for the fiscal year ended 1031 72004 have not been received by the
submission deadline date of 1031 /2004.

If vou have submitted compliance audit and financial statements which were deemed
unacceptable and returned to the institution, the submission deadline continues ta apply until
acceptable audit reports are resubmitted to the Department. Please resubmit the
audit/financial statements for the fiscal year ended 10/31/2004 within 10 days of the receipt
of this letter via eZ-audit at www . ezaudit.ed.gov .

If we do not receive the required submission within 10 days of your receipt of this letter,
wour institution may be subject to assessment of liabilities for all unaudited funds for the
audit period and other appropriate action noted under 34 CFR 668, Subpart . If you have
already submitted yvour compliance audit and financial statements for the fiscal yvear ending
105312004, please contact the eZ-Audit Help Desl at 1-877-263-0780.

Thank vou in advance for your cooperation,
Sincerely
Ti Baker

eZ-Audit Operations Manager
Integrated Partner Management Division

2. Close or minimize the browser to return to your home page.

3. Click on the Create Annual Submission link to submit your annual submission.

AUGUST 2020 110



FederalStudentAid | mumsres.

ATION

Step-by-Step Guide to Using eZ-Audit for Lender Servicer OIG and Lender Servicer UG Audit
Guide

Reminder Email Notifications

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

AUGUST 2020 111



