FederalStudentAid | rowsrawens

5 DEPARTMENT TION

Step-by-Step Guide to Using eZ-Audit For Public Schools

TABLE OF CONTENTS

Table of Contents

BZ-AUAIE OVEIVIEW ......vcvetee ettt ettt ettt ettt e s et et e s e e a2 ess et e s s et e s e b e s ebessese s ese b es e b e s s es e s e esesseb e s s ek e s s ek e s eb e s ebessebe s ete et ese b esesseseesens et enserenee 3
Frequently ASKEd QUESTIONS. .. .. c.oiviiiiie ettt bbbttt bbbttt 3
eZ-Audit TeChniCal REGUITEMENTS ........viiiiiiiiiti ettt 4

eZ-Audit SUDMISSION REQUITEMENTS ........iiieiiiee ettt seeseeenee e 6

eZ-Audit RUIES OF BENAVIOK .......ociieieec e s 7
QUESTIONS/COMNCEINS ....vveeveeitee it cte ettt e te e ebeeebe et e et e stbesbaesbeesbeesbeesbesasesbseebeebeesbeenbessbesbeesbaesbeesbeeseeannes 11

LAy XU Lo 1o = 011 =1 o o TSRS 12

AGMINISTIALIVE TASKS/SECUITLY ...ttt ettt ettt b et e b bbb £ e b b e b e R e s e £ £ e b e b e R 2R £ eE s £ e b b e b e b e ne b b e b e b e bR bbb e b e b e b e et eb b e bt es 14
OGN ettt R b bR R R R R bR R R R bRt b et bbb n e 14
INEW USEE LOGIN 1.ttt bbbt a e bbbt e b e e st e s e nbeeb e e b e eb e et e e e enbeneeebe b e 16
Update MY Profile PAE.........oiiiiiiie ettt b e bbbt ne b b 18
o]0 01 = T Vo] o SRS 20
0o o1 | S PO PPROPROPROTI 23
YA (o) {11 SR 25
Change Challenge QUESLIONS .........cviieieiiie et e et e tesresreaneenee e enteneesrenre e 27
(@8 g =T o=l o T o SR 28
NN LY7o = U o] SR 29
(D= I =[] <O TSRO PET U PR SRRUROURPR 30

IMTBNAGE USEIS. ...ttt bttt h bbb e bt e e st 4 bbb b e84 e s e 44 e e b e At ek oAt ek b bt A £ e H e A £ e b e b e b b h bR e bRt bt b ekttt e ene e 31
Types of Users and ReSPONSIDIITIES .......ucviiereiire s nne s 31
Institution AdminNiStrator HOMEPAGE ........ecveveiee st e ste ettt r et e s e e e nrenns 31
Creating/Deleting Data Entry and SUDMITEEr USEIS ........cverveieiiiiiieieeecece et 32

INSEILULION HOME PAQE/STALUS ... .. eveviieiieieeeesiisee e ettt sa st s et e se e et s s e s e e s e st e se e es s e s e se R e e et s e s e Re e et e s e b e se e s s et s e s e s e e ne et enenene s 34
INSEEULION PrOfIE .. et be b e te e et e e e e beseesrenrs 34
[ LR (0T g Tor= LIS U] o] 047 o] SO R 35

F YA TU oL o] 4T ESXS (o] TSRS 37

FSA Annual Submission Financial Statements ...........ccccceiviieic i 37

FSA Annual Submission Compliance Audit INfOrmation.............ccceoviiiiniiineneisic s 39

FSA Annual Submission Completeness CheckIist............coiiiiiiiiiinin e 41

FSA Annual Submission Upload AttaChments..........ccccoviiieii i 44

MErGEr/CNANGE IN OWNEESNID ......veeeteiiiiieet ettt bbb bbb b bt e e E b bR £ £ bbb E £t b bbbt et e bbbt b e 48

Merger/Change in Ownership Submission Financial Statement ............cccccoov v, 48

Merger/Change in Ownership Submission Upload Attachments ............ccccvvveiveviviieccecieenee, 49

Merger/Change in Ownership SUbmMisSioN-SUBMIt...........ccooiiiiiiii s 51

CRANGE N FY BN ..ottt s et 4 bbb a2t e 224 e b bt £ 5 e bR e R e R e e e e 4 b e b e st e kb e b e b e et s et et e b e s e e ne et et ener et et 53

AT U= o T T o0 (=T [0 T-E) TSRS 54

Create Waiver/EXemMPLion REGUEST.........cciveiiiecie ettt sttt nas 54

New Institution/ReiNStateMENTSUDMISSION. ......civiiirieieciiriss et e b e s e s e e b es et e se et et et esese e s esesenenn 58

New Institution/Reinstatement Submission Financial Statement............cccocovvvieveiie e, 58

New Institution/Reinstatement Submission Completeness Checklist ............cccovvvriiineicinnn. 60

New Institution/Reinstatement Submission Upload Attachments............cccccooviiiniiiiiiinenns 62

New Institution/Reinstatement SUbmMIsSION-SUDMIL ..., 64

STUD AUGIT SUDMIESSION ...ttt bt s et e st s e bR b e s e e b e e e s et e s e st e b et e b e e Re e e e Re st e Rt et e R et e s e et e e abe e en et erenneten 66

Stub Audit Submission Compliance Audit Information...........cccccceviiiii i 66

Stub Audit Submissions Completeness Checklist ...........ccovcveiiiieieiiice e 69

August 2020 1



Federal Student e owee

al the US. DEPARTMENT of EDUCATIDN

Step-by-Step Guide to Using eZ-Audit For Public Schools

Stub Audit Submissions Upload Attachments
Stub Audit SUBMISSION-SUDBMIL........cooiiii s

PaXe [o Lo o U Fal{o] g2 F= Vi [o] SRR

Additional Information SUBMISSION ........ocviiiiiiiie e

LBEEE OF PUDIIC SEALUS .....e.veviiete ettt et se ke se bt s et e b e et e e b e bR e e e e st e s e Rt et e R et e st b e s e e s et e s et e b e e et et ebenseneneene s
INOTIFICALIONS .....cvvee ettt e et et et be b ebe s b ese s s ese et es et es e b e s e b e st es e st et e st et e s s ek e b ebesseseesese s eh e et es e b es s eae e es e s ebessebansebessenesneneas
N[0 U1 {107z o] K3 RS

RESUDMISSION ...ttt ettt ettt ettt ettt e b e et et ebe s s ese s s ese st ete et ese b eseebessesessebess et e s s et esbebessenessese b ehe b es s e ben s ebesses et ebessebensebesbenessenea
Delinquent Letter
LTl LT =TT U TSRS RSTPRSPR

August 2020 2



FederalStudent Aid | msans.

US DEPARTME TION

Step-by-Step Guide to Using eZ-Audit For Public Schools

eZ-Audit Overview

Frequently Asked Questions...

What is eZ-Audit?

eZ-Audit is a web based paperless single point of submission for financial statements and
compliance audits. A designee from your school 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.

2.

3.

4.
5.

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

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

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

School Participation Teams communicate with you to reach resolution.

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 is available for assistance Monday — Friday, 9:00 a.m. — 5:00 p.m. EST. Call
1-877-263-0780 or email fsaezaudit@ed.gov

Who at my school will use eZ-Audit?
eZ-Audit Institution/School Administrator, selected by your school, is responsible for:

0 Registering your school with eZ-Audit

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

0 Maintaining security information regarding schools’ users as required

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

o Entering data into the eZ-Audit system
o0 Attaching non-editable, PDF files of financial statements and compliance audits

eZ-Audit Submission Approvers, selected by your school, are responsible for:

0 Reviewing the submission prior to “submit”
0 Approving the submission via the “submit” action

August 2020 3


mailto:fsaezaudit@ed.gov

Federal StudentAid | sousoeons.

the U5 DEPARTME TION

Step-by-Step Guide to Using eZ-Audit For Public Schools

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.

It 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 school’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.

If you receive an error that does not allow you to access eZ-Audit when you type
NOTE in the URL from your Internet browser, please contact your network administrator

and request that he/she do one of the following:

« Open your firewall to allow all 165.224.xxx.xxx addresses through, which
would allow your school access to all ed.gov sites
« Conduct a lookup on ezaudit.ed.gov which will allow your school 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.

School Group Submissions

ED considers a school group as one Uniform Guidance report submission for multiple OPEIDs.
For example, the State of Louisiana submits one statewide financial report and Uniform
Guidance audit for all the state schools in Louisiana. Another example would be a nursing
program with a separate OPEID included in Uniform Guidance of a university.

NOTE When more than one OPEID is covered in a UNIFORM GUIDANCE audit, ED
considers this to be a school group, e.g., if a State submits a state-wide

UNIFORM GUIDANCE audit covering all of the state universities, each with a
different OPEID.

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

For example, if any of the schools participates in FFEL programs, the answer for
the school group would be ‘Yes'. If the information populated in the application is
incorrect or should you require additional assistance, please contact eZ-Audit at
1-877-263-0780 or by email at fsaeezaudit@ed.gov
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eZ-Audit Submission Requirements

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

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

All participating institutions must submit financial statements and
compliance audits annually. (34 CFR 668.23)
o Public institutions’ financial statements and compliance audits are due nine_
months after the end of the fiscal year

**|f your institution expends less than $300,000 in Federal funds (less than
$500,000 for fiscal years ending after December 31, 2003), you are not required to
submit a compliance audit. You must submit an Exemption/ Request to the
Department for the compliance portion of the UNIFORM GUIDANCE report. (See
Waiver and Exemption Request).

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

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

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

August 2020 6


https://eligcert.ed.gov/
http://www.eligcert.ed.gov/
http://www.eligcert.ed.gov/

FederalStudent Aid | msans.

US DEPARTME TION

Step-by-Step Guide to Using eZ-Audit For Public Schools

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

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

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

The primary use of personally identifying information will be to enable the government to contact you in the
event we have questions regarding the information you have reported. If you are concerned about how
information about you may have been used in connection with the eZ-Audit web site, or you have 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 malil
containing sensitive, confidential information. As an alternative, we advise users to give consideration to using
postal mail.
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FSA

FEDERAL

STUDENMT AID

Welcome to el-Audit

VWARNIMNG:

You are accessing a ULS. Federzal Government computer systemn intendad to be
solely accessed by individual usars expressly authorized to access the system by
the U.S, Department of Education. Usage may be monitored, recorded, and/or
subject to audit. For sscurity purposes and in order o ensure that the systam
remains available to all expressly authorized users, the U.S. Department of
Education monitors the system to identify unautheorized users, Anyons using this
system sxpressly consents to such monitoring and recording. Unauthorized use
of this information system is prohibited and subject to criminal and civil
penalties. Excapt as axpressly authorized by tha U.S. Departrnant of Education,
unauthorized attempts to access, cbtain, upload, modify, changs, and/or deleta
information on this system are strictly prohibited and are subject to crimina
prosacution under 12 U.S.C § 1030, and other zpplicable statutes, which may
rasult in fines and imprisonment. For purposes of this systam, unauthorized
access includes, but is not limited to:

Arvy access by an employee or agent of 3 commercial entity, or other third party,
who is not the individual user, for purposes of commercial advantage or private
financizl gain [regardless of whethar the commercial entity or third party is
providing a service to an authorized user of the system); and

Arvy 2ccess in furtherance of any criminzl or tortious act in viclation of the
Constitution or laws of the United States or any State.

If system manitoring reveals information indicating possible criminal activity,
such evidence may be provided to law enforcement personnal.

| Accept B Continue @

U. 5. Depa 1—5':‘;'6):'
Fules of Bshavia,
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For Official, Approved Use only - The gZ-Audit system is funded by the Government to support various
programmatic efforts needed to accomplish the FSA mission. As such, these resources are to be used only for
official Government business, Users should remember that when they use the gZ-audit system, they are acting in
their employment capacity on behalf of ED. Unless approved in writing by management, any activity outside that
employment capacity, or which could bring harm or embarrassment to ED/FSA must be avoided.

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

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

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

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

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

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

Privacy Expectations - All users are cautioned that, in general computers, networks, and information systems
are not 'private.' Users should have no expectation of privacy when using computing resources. E-mail sent via the
e -Audit system may bear site-specific identifiers in the address (nameded.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.q., 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 incduding
termination of funding and/or employment. Designated administrators or other authorized personnel will evaluate
and determine the degree of violation and appropriate disciplinary action.

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

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

Welcome to the eZ-2udit

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

to login. If you are not 2
raglstera:l user plezse refer ta

. If you have

your password, I
pleaze click the forgat

password link, If you have

forgotten your usernams

please contact your Institution
Administrator or the eZ-Audit

Help Desk for support at
(877)263-0780.

eZ-Audit Update: Common
Submission Errors

Frequently Asked
Questions

eZ-Audit Step-by-Step
Guidas

Steps to Creating an eZ-
Audit Submission

Creating_a PDF

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

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

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

Information Collected from You:
You may decide to send FSA information, including personally identifying information. The information you
supply - whether through a secure Web form, a standard Web form, or by sending an electronic mail
message - is maintaines by FSA for the purpose of processing your request or inquiry. FS& zlzo uzes the
information you supply in other ways to further FSA's mission of maintaining stability 2nd public confidence
in the nation's banking system. Various employees of FSA may see the information you submit in the course
of their official duties, The information may alse be shared by FSA with third parties to advance the purpese
which you provide the infermation, including other federal or state government agencies. For example, if
vyou file a complaint, it may be sent to a finandal institution for action, or infermation may be supplied to the
Department of Justice in the event it appears that federzs| criminal statutes have besn viclated by an entity
you are reporting to FSA. The primary use of personally identifying information will be to enable the
government to contack you in the event we have guestions regarding the information you have reportad, If
you are concerned about how information about you may have been used in connection with this web site,
or you hawe guestions about the FSA's privacy policy and information practices you should e-mail us at
webmaster@fsa.ed.gov. Elactronic mall |s not necessarily securs, You =re advised to be cautious when
sending electrenic mail g fidential information. As an alternative, we advise users to
give consideration to using postal mail. "

Paperwork Burden Statement:
Aceording to the Paperwork Reduction Act of 1995, no persons are required te respond to a collection of
information unle: ch collection displays a2 valid OME control number. The valid OMB control number for
this information collection is 18345-0072. Public reporting burden for this collection of information is
estimated to average 23 minutes per response, including time for reviewing instructions, searching existing
data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. The obligation to respond to this collection is required to obtain or retain a benefit (34 CFR
558.23; £68.26(b), 34 CFR 500.20(=)erb): 500.20(g)). If you have comments or concerns regarding
individual submission of this form, please contact U.S. Department of Education,
Federal Student Aid, 830 First Street M.E. Washington, O.C. 20002/Ti Baker

OMB Clearance Number 1843-0072
Expiration Date 07/31/2022
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1. Rules of Behavior to view the detail rules
2. Accept & Continue
3. webmaster@fsa.ed.gov

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

Questions/Concerns

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

o} 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 institutions must submit a registration request letter to the Department of
Education in order to gain access to eZ-Audit. Also refer to the eZ-Audit Welcome
page and click on Registration Instructions.

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

©CoNoOA~WNE

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

First and Last Name of eZ-Audit Institution Administrator

Signature of designated eZ-Audit Institution Administrator

e-mail address of eZ-Audit Institution Administrator

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

Fax Number

OPE ID

Fiscal Year End Date

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

©CoNoGh~®WNE

First and Last Name of appropriate person in authority

Signature of person named in #1 above

First and Last Name of eZ-Audit Institution Administrator

Signature of designated eZ-Audit Institution Administrator

e-mail address of eZ-Audit Institution Administrator

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

Fiscal Year End Date

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

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

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

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

What if I need to change my Institution Administrator?

To change your Institution Administrator a new registration letter, following registration
instructions, must be submitted. The new Institution Administrator will receive a username and
password within 48 hours of receipt.

the submitting institution needs to register with eZ-Audit. The UNIFORM
GUIDANCE report submission made by the “submitting institution” will fulfill the
requirements for all schools in the school group.

NOTE If you submit a UNIFORM GUIDANCE report covering multiple schools, only
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~ Administrative Tasks/Security

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

FSA

ATUDEMNT AlD

wWelcome to el -Audit

Waicorme t0 the e AudE webats. If
you Bre registered to wie this sibe,
phoate entsr yoOur Ukermams and

UMAUTHORITID, COMSTITUTES
TO THIS MONITORING. INTERCEFTION, RECORDING. READING, COPYIMNG, OR CAFTURING snd

COMSENT
DISCLOSURE.
Information Collected from YVou:
sy - mwnmmm-wnm #hmmmmﬂ

by FSA for the purpose of Drocrssang your reguest or nguiry. FSA S0 uses The

mmwhmmumm;mﬂmmmmm
N e Nabon™s banking fysiem. Various empioyess of FSA may see e wfior you i e COusrRE
of thepir official dulies. The inflormaten may Ao De shared by FSA with thd partes 00 Mivince e DurDohe
for which you provide the information, inCludng other faderal or Siale Qowernment spencel. For example, if
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1. Enter the username provided to you during the registration process by email.
2. Enter in your password or your temporary password if this is your first time using this site.
3. Single click the LOGIN button-this will take you to your institution’s homepage.

NOTE Your user name will be the first letter of your first name, the first five letters of
your last name and 2 numeric characters. Your username and password are

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

**|f you are 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.
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New User Login

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

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

When you have finished your selections, click the Submit button to go to
your Home Page, If vou wish to view or modify your Challenge
Questions/answers please go to the My Profile page,

<

U, 5. Department of Education

There are two sets of challenge guestions 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:

e What month is your mother born?

e What is your father’'s middle name?

¢ In what city was your mother born?

¢ Which hospital where you born in?

¢ Who is your favorite author?

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

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

FTEDERGH ML
STUDENT AILD

e

Please take & Few moments to revies the information we currently
have on file and update sny incorrect or ouldated information.

If you wesh to change a user's emal address, please kay in the same armail
address in the Email Adress and Re-Type Emal address fields, IF no change s
made to the email address, the email address password will not change

First Mame: |p
Last Mame: (ip
Email Address: Prod@fxcom

Re-Type Email Address:

Office Phone: 1234567640 Euxt.
Fai
i L A
IF pivis ol B o fumrups pisse puapmmsned], plestn bay bn poie bl s nes goaposs e in
Alvw mgrass wn prosgblud b Tl - i i wedd raell

P Hpr

Pastanrd mest be 13 b & SCnarS, o lenegie. pred Pt coaw e smoh ol the #

g
)

Engh s iedn Doy gk L7 e My DK, Siion, o A it Mo
Mo Password: 1
Re-type MNew Passward:

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

NOTE

The password must be 12-40 characters in length and must include uppercase,
lowercase letters and numeric values. Each password shall contain each of the following
four types of characters: English uppercase letters (A-Z). English lowercase letters (a-
z). Westernized Arabic numerals (0-9). Non-alphanumeric special characters (such as
1,@.#,%,&,*). 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
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password every 90 days. Follow the same process described above to make this change.
If you require additional help, contact the Help Desk at 1-877-263- 0780.

August 2020 19



FederalStudent Aid | frou srovsonar

Am DFFICE of the US. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit For Public Schools

Forgot Password

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

FSA <488

DERATL
STUDENT AID

Nelcome to eZ-Audit

Welcome to the eZ-Audit 8 —— S0 812
website, If you are registered to - -
use this site, please enter your = —
username and password to login.
If wou are not a registered user
please refer to the reqgistration
instructions . If you have o
forgotten your password, please
click the forgot password link. If
you hawve forgotten your
usermame please contact your
Institution Administrator or the
eZ-audit Help Desk for support at -
(EFF1263-0720. —

usernarme > |

password » |

~—LOGIN

Forgot Password?4—®

| i

eZ-Audit Update: Common
Submission Errors —

Frequently Asked Questions

Steps to Creating an eZ-Audit
Submission

Creating a PDF

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

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:

JGS;H
FEDERAL

STUDENT AID
PASSWORD RESET

U TR ORIATION

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

@“’D:;w_..)' ﬁﬂ_-m—@ | 4_@

U, 5. Departrnent of Education

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

Enter your username.
Enter the OPEID of your institution.
Click the SUBMIT button. This will take to the Password Reset page

with the challenge questions.
5. Click the RESET button to cancel current entries and begin again.

PonNE

Challenge Questions

After eZ-Audit validates your username, the questions you initially chose will appear:
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= =
FS A B3 XUDIT

FEDERAL

STUDENT AID

7 T NFORMETIO
Flease answer the following guestions to successfully reset your
password,

What month was your mother | |
born in?:

What is your favorite color?: | |

@ﬂgu%—u&«_@

U. 5. Departrnent of Education

Please type your answer to the first question.

Please type your answer to the second question.

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

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

NOTE The answers are case sensitive.

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

o - L]

B AUDILHONE | MANAGE USERS,| o HELE | L LOGOUT

B AL
STUDENT AID @
Home Page

jﬂwmmﬂm._ » Public « OPEID:11223300
* Create FYE 05/31/2019 Annual

Submission
S ZOTHER SUEN L @il —
: * eZ-Audit does not have a Letter of Public
* Change Fiscal Year End Date Status on file for your institution. Please
* Create Waiver Exemption select the link to Upload a letter located in
Request Submission the Administration portion of this page.
* Your Fiscal Year End 05/31/2019 Annual
D] * Create Reinstatement Submission Submission is overdue. (
® Create Stub Audit Submission * Your Below Threshold Financial Statements

S R SRR A o Submission submitted on 11/20/2019 15:25:32

* Submit Additional Information has been received. Review of your submission has
not yet started.

YIEW HISTORICAL SUBMISSIONS, | * Your FYE 10/31/2002 Annual Submission
submitted on 07/28/2019 06:23:03 has been
received. Review of your submission has not yet
started.

ADMINISTRATION *® Your Letter of Public Status submitted on

T 07/15/2019 04:16:05 has been received. Review

* Update My User Profile of your submission P_1as not yet started.

= View Instiition Profil *® Your Exemption/Waiver Request submitted on
View Institution Profile 02/02/2017 10:40:45 has been received. Review

* Upload Letter of Public Status of your submission has not yet started.

OTHER LINKS

* Dept. of Education
* Schools Portal

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

FEDE
STUDEN

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

Click here to log back inﬂ—@
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2. To log back into the eZ-Audit system click on the underlined link above and repeat the LOGIN

step.

NOTE

August 2020

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.

24



Federal Student Aid

An OFFICE of the US. DEPARTMENT of EDUCATION

PROUD SPONSOR of
the AMERICAN MIND ™

Step-by-Step Guide to Using eZ-Audit For Public Schools

My Profile

To update your profile (i.e. username, email address, phone number, password, challenge
guestions etc.), repeat the LOGIN step. This will take you to your institution’s eZ-Audit
homepage. The screen below should appear with your institution’'s name:

-

O O

o
FEDERAL £
STUDENT AID

jﬁ A ENNL OB M ON
* Create FYE 05/31/2019 Annual
Submission
f T . § L) A

* Change Fiscal Year End Date
* Create Waiver Exemption

Reguest Submissicn

Home Page

w Public - OPEID:11223300
@i L —

eZ-Audit does not have a Letter of Public
Status on file for your institution. Please
select the link to Upload a letter located in
the Administration portion of this page.
Your Fiscal Year End 05/31/2019 Annual

J * Create Reinstatement Submission Submission is overdue. Q
= Cr apd: s * Your Below Threshold Financial Statements
: Submission submitted on 11/20/2019 15:25:32
* Submit Additional Information has been received. Review of your submission has
not yet started.
«HIEW HISTORIC AL SUBM|SSIONS, ) ® Your FYE 10/31/2002 Annual Submission
submitted on 07/28/2019 06:23:03 has been
received. Review of your submission has not yet
started.
ADMINISTRATION * Your Letter of Public Status submitted on
07/19/2019 04:16:05 has been received. Review
* Update My User Profile of your submission has not yet started.
* View Institution Profile * ¥Your Exemption/Waiver Request submitted on
02/02/2017 10:40:45 has been received. Review
* Upload Letter of Public Status of your submission has not yet started.
OTHER LINKS
" Dept. of Education
= Schools Portal
B O 8]

1. Click on the underlined text “Update My User profile” located on the lower left hand side of the

screen. This will take you to the Update My Profile page shown on the next page.

NOTE

August 2020

This page is used to update your user profile information such as
name, email address, phone, password, challenge questions etc.
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If you clicked on the underlined text “Update My User profile” on your institution’s homepage,
the screen below should appear:

LELMANAGE USERS ([  HELE. |

w
-
c
v}
m
zl‘ﬂ

Update My Profile

Y TUTE T TR ORI AT

Please take a few moments to review the information we currently
hawve on file and update any incorrect or coutdated information.

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

First Name: Ipu

Last Name: IEHiC:

Email Address: Ipublic@FSA.ed

Re-Type Email Address: |

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

Fanx: |

_J'- AANGE P2 WUOR

T piei whiril P i Bre s g piacsiiedd, JEeies bsy i poeie bl Sinf fivee paeb Sl o

(1] Ahuar gy mom g fowey el gl Bews b 31 rin benlbua e 1 - prel ol el el
If y
passy e
your Frasa g mipad e 41 ook Lp ] stk Bt st Coa e apch ol thes
bomem ol rhprgogry
The pi
of the EETOE EmrasErn mas Ew LR e, S,
(3-2);  Oruwaerd canrcd sonles § bt
passm Fra il #iem be e B YmiF R iaf
It Cisis il (i e arser FD. ndeme, o Bles Sysdens sgene

old Password:

New Password: | |

Re-type New Password: | |

IO ATLENGE QUES TTON S

Choose from the following drop down menu.

|Whatmunth was your mother barn in? Vl |

|What i= your favaorite color? V| | |

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

missing information.
Remember to SAVE your changes!!!

Change Challenge Questions

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

B TCHATTENGE QUESTIONS

Choose from the following drop down menu.

IWhatmDnth was your mather barm in®? VI 3

|What is wour favorite colar? V_| |

SAVE._.) RESET.u)

— ~rt fF Fr
Jepartrment | culegLian

Select a question from the first drop down 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.

oA~ wWNE
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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:

_f@ EEND o WORD

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

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

af the fallawing types of characters: uppercase lettersia-Z), lowercase letters

(a-z), numeral values{0-9) and special characters(=,=,7,%, etc@

password must be dissimilar from vour previous 6 passwords,

old Password: I ;Q)
Mew Password: I

Re-type Mew Password: I K
@ st s

Type your old or temporary password.

Type your new password.

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

PR ©O©®N

uppercase, lowercase letters and numeric values. Each password shall
contain each of the following four types of characters: English uppercase
letters (A-Z). English lowercase letters (a-z). Westernized Arabic numerals
(0-9). Non-alphanumeric special characters (such as !,@,#,$,&,*). Clicking the
SAVE button ensures all information has been saved by the system. Please
note that the system will automatically prompt you to change your password
every 90 days. Follow the same process described above to make this
change. If you require additional help, contact the Help Desk at 1-877-263-
0780

NOTE The password must be 12-40 characters in length and must include
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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.

‘R ez-Audit Web Site - Microsoft Internet Explorer

J File Edit View Fawvorites Tools Help

@1"@ Back -~ =» - (&} 3} | Bsearch [GlFavorites (HHistory | B S omd 2 D D

J Address I@ http: ffdew . ezaudit. ed. gow: 8531 JEZ4webapp/login.do

EL|

KELLOGOUT o
FEDERAL f1L060

STUDENT AID

Home Page
2 Non-Profit School

I E & ERHU A OB N O N

= Create FYE 10/321/2002 Annual
Submission

OPEID:44556600

B T TN rr——
= vour Fiscal vear End 10/31/2002 annual
Submission is due on 7/22,/20032.

= Create Merger/Change in
Orwnership Subrmission

= Change Fiscal Year End Date

" Create Exemption/Waiver
Reguest Submission

= Create Initial Application
Submission

" Create Feinstatement
Submission

= Creste Stub Audit Submission

= Submit Additional Information

ng g glé[ gRJgAL éUBMISSIESﬁ

ADMIMNISTRATION

" Update My User Profile
= iew Institution Profile

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.

August 2020 29



Federal StudentAid | proussrowsons

An DFFICE of the US. DEPARTMENT of EDUCATIDN

Step-by-Step Guide to Using eZ-Audit For Public Schools

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

FEDERAL
STUDENT AID

Fyaun E| i HELP (5 MANAGE UISERS | [0 10GOUT.

FSA Annual Submission rimanciac stateme

| eseeessssessae |
H Financial Statements » Public
B Compliance Audit . DP_EI_II%:;,:\Z_233°°
| o 15
B Complet Checklist o L . . . . .
b Glmpde enes: o o Field: 2. Review Auditor Information - Is this information correct? is required
Qw and cannot be left blank.
B submit « Field: 3. What type of auditor's report was issued on the Financial Statement

15 required and cannct be left blank.

X —3
STUDENT AID
o — | Public Annual Submission cueckus
0 Financial Statements » Public
B Compliance Audit " DF’:E:;:;,;E23300
g Completeness Checkdst . ?ield:\Fiuan:ial Statement Contact Name 1s required and cannot be left blank.
gw » Field: Financial Statement Contact Email is required and cannot be left blank.
B submit » Field: Financial Statement Contact Phone is required and cannot be left blank.
» Field: Compliance Audit Contact Name is required and cannot be left blank.
» Field: Compliance Audit Contact Ematl is required and cannot be left blank.
« Field: Compliance Audit Contact Phone is required and cannct be left blank.
NOTE The eZ-Audit system does not allow punctuation marks in the fields. For example,
“$" dollar, “:"colon and “,” comma signs input into the system will result in an error

message. Also, please note that all fields must be completed. Enter “0” for any null
response.
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Manage Users

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

Institution Administrator Homepage

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

O O O
J‘S‘
FEDERAL
STUDENT AID
T e Home
B TCREATE ANNUAC SUBMISSTONSEN » Public
* Create FYE 05/31/2019 Annual
Submission
ol AR () — Q- THOTIFTCR —
" ' = eZ-Audit does not have a Letter of Public
Change Fiscal Year End Date Status on file for your institution. Please
* Create Waiver Exemption select the link to Upload a letter located in
Reguest Submission the Administration portion of this page.
: * Your Fiscal Year End 05/31/2019 Annual
o * Create Reinstatement Submission Submission is overdue. o]
2 ub Audi e * Your Below Threshold Financial Statements
: Submission submitted on 11/20/2019 15:25:32
* Submit Additional Information has been received. Review of your submission has
not yet started.

HEW HISTORICAL SUBMISSIONS ) * Your FYE 10/31/2002 Annual Submission
submitted on 8/2019 06:23:03 has been
received. Review of your submission has not yet
started.

ADMINISTRATION ® Your Letter of Public Status submitted on
e e 7f 16:05 has been received. Review
* Update My User Profile your sub has not yet started.
= View Insthition: Profil ® Your Exemption/Waiver Request submitted on
ew InsUtulion Tronie 02/02/2017 10:40:45 has been received. Review
= Upload Letter of Public Status of your submission has not yet started.
OTHER LINKS
* Dept. of Education
* Schools Portal
O O O
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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 your institution’s name and OPEID number. Confirm that this is correct.

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

FSA

F E D E R A L
STUDENT AID

Manage Users

3 Public School OPEID:112Z23300

i s LR [ DELEIE S
Userl, Institution publicOl DELETE USER._

s D

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. The screen below should then appear:

Add User

-7 : = PR T Co

Fields demnoted by an asterisk (%) are reguired.

First MNanne: * Ipublil:

Last FRame: * Iblil:
OFEID: 11===3Z00 @
Email address: 3 Ipu@blic,edu

Re-Type Email aAddress: Ipu@blic.edu

Office Phone: = [123456759 Ext. |[123

Fax: [1234567589

I~ Data Entry

I Submmitter

“Submitter” must be selected as
a role or the “Submit” button will
not be available.

O S ERan) EsE

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

5. Remember to click on the “ADD USER” button to save all entries. NOTE: If you are
adding “submitter” or “data entry” as a user role and the user is currently logged in,
they must logout and login again for the roles to take effect.

One person can have all three-user roles. When the Institution Administrator
NOTE adds a new user, the user will receive an email with their username and an

email with a temporary password.
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Institution Home Page/Status

Institution Profile
This is a sample of what an institution’s profile page should look like. Institutions
should confirm that the information is correct.

o

FSA

FEDERAL
STUDENT AID

e & LMANAGE USERS | [0 LOGOUT

veZAudit Home »Institution Profile
Institution Profile

» Public OPEID:11223300

The information on this page is read-only. If any information below is incorrect, please go to the Department of
Education's Application to Participate in Federal Student Aid Programs (efpp) Website to update.
Institution Mame: Public

Type of Institution: Public
Address:

Address:

City:

1234 Proprietary Lane

Proprietary

State:

Zip/Postal Code:
Phone Mumber:

Fax Mumber:

TIN:

DUMS Mumber:

Title IV Eligibility Status:
Title IV Eligibility Date:
Fiscal Year End:
President:

President Email:
Financial Aid Admin:

FAA Email:

DC

12345
1234567390
1234567390
000000070

Y

05/15/2019

05/31/2017

Marilyn Griffin
ezaudittest@collabralink.com
Ms Propnietary
ezaudittest@collabralink.com

Primary Accreditation

Org.:
Other Accreditation Org.:

Changes to the Institution’s Profile can only be made via the eAPP. This can be
accessed at www.eligcert.ed.gov. School group listings are also listed on this

NOTE
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page. If there is a discrepancy with the school group listing please contact the
eZ-Audit Help Desk at 1-877-263-0780.

Historical Submissions

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

[ — =
FS A ) \UDIT
—_———— 3 @el.lm'f HOME | o HELP |00 MAMAGE LSERS | [ LOGOUT

FEDERAL
STUDENT AID

View Historical Submissions
» Public School OPEID:11223300

Fiscal Year End Submission Type Submission Date
» MR Change in Fiscal Year End 030972003
U, =, Department of Education
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Annual Submissions

FSA Annual Submission Financial Statements

To complete your institution’s annual submission, complete the LOGIN step. This will take you to
your institution’s eZ-Audit homepage. On the upper left hand side of the page, you will see a
section “Create Annual Submissions”. Click on the underlined text “Create FYE Annual

Submission” and the screen below should appear with your institution’s name:

[——— Public Annual Submission FINANCIAL STATEME?
i Financial Statements » Public School
B Compliance Audit gl L e R
E Completeness Checklist p.J ﬂ‘@
Upload Attachment_@j all fields are required.
1. Indicate the Period Audited (mm/dd/ vy

B Submit
Begin Date: |11/01/2001 _

End Date: EE’.EDUQ 1
Reason if Less than 1 Year: | 4—@
2. Review Auditor Information: ﬁ)

Records Indicate your Current Auditor Is: 222222222

YES NO e
Is this information correctz: () [

Enter Auditors TIN: | o

3. What type of auditor's report was issued on the financial statements?

—Selectan Opinion Type — v|

4. Is a going concern explanatory paragragh included in either the auditor’s
opinion letter or in the notes to the financial statements?

YES  NO 4__@
O O

® @ @

CANMCEL ) . SAVE ) SAVE ANDPROCEED. )
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Public Annual Submission— Financial Statements page continues:

oo

.

10.

11.
12.

NOTE

Confirm the information displayed is correct.

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 new, please

select NO and update auditor information.

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

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

HYPHENS.

Refer to Section | — Summary of Auditor’s Results in the Schedule of Findings and
Questioned Costs of the annual UNIFORM GUIDANCE report.

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

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 on this page.
Click the SAVE and PROCEED button to go to the Compliance Audit Information

page. This is the next stage in the submission process.

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

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

o :
FSA 35
T D ERAL 4 & AUDIT HOME | £33 HELR |0 MAN AGE USERS | [ LOGOUT,

Pnhlh Annual ':mwfmn COMPLIANCE AUDIT INFORMATIO

El Financial Statements ﬁ} Public School
B Compliance sudit = OPEID:11223300
E completeness Checkli STO§

Upload sttachments
B submit

all fields are required.

1. Indicate the Period Audited (mm,/dd/yywy):

Begin Date: |?,."D1,-"2|:||:|4 J
End Date: [06/30/2005 |
Reason if Less than 1 Year: | @

2. Review Auditor Information:

Records Indicate your Current Auditor Is: 00012345§_®

YES

Is this information correct?:

Enter Auditors TIN: | | :C

Confirm the information displayed is correct.

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 new, select
NO, and update with current auditor’s information.

This field should be pre-populated. Please enter the state’s Tax Identification
Number (TIN) if this information is incorrect or missing. DO NOT USE

HYPHENS.

ouhrwdE

~
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Compliance Audit Information Continues:

3. Was the Student Financial &id Cluster Audited as a major program?
If no, question 5 is not applicable.

) YES O NO o

4, Does this A-122 report contain any findings related to the FSA Title IV
programs?

) YES QND‘—@

5. Type of Auditor's Report Issued on Compliance for Major Programs
If 3 is no, this question is not applicable.

~Selectan Opinion Type — ¥]

@

@——> CANCELY) e tVE) (QSAVE nNDPRDCEED_ﬂ—@

8.

10.

11.

12.
13.

Indicate whether the Student Financial Aid Cluster was audited as a major program in
the UNIFORM GUIDANCE audit. Refer to Section | — Summary of Auditor’'s Results

in the Schedule of Findings and Questioned Costs of the annual UNIFORM

GUIDANCE report. Note: If the answer to this question is YES, skip question 5. If the
answer to this question is NO, answer questions 5.

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

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

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

last time you saved your work.

Click the SAVE button to ensure all entries are successfully stored by the system for this page.
Click the SAVE and PROCEED button to go to the Public Annual
Submission-Completeness Checklist page. This is the next stage in the

submission process.

August 2020 40



Federal Student PHOUD BROMNOR .-

An OFFICE af the US. DEPARTMENT of EDUCATIDN

Step-by-Step Guide to Using eZ-Audit For Public Schools

FSA Annual Submission Completeness Checklist

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

:S-
FEDERAL
STUDENT AID

g Public Annual Submission checkus?

[l Financial Statements 3 Public School
H Compliance audit HRREI:ERZ 2S00
(s10

B Completeness Checkl i
Upload &ttachments Al fields are required.
N 1. Please ensure the following are included in your submission, if

applicable:

- Independent Auditors Report {This report must include auditor's
signature}

- Statement of Financial Position
- Statement of Activities >@
- Cash Flows Statement

- Motes to Financial Statements

- Independent Auditors Report on Compliance and on Internal Control )
ovwer Financial Reporting Based on an Audit of Financial Statments
performed in Accordance with Government Auditing Standards

- Schedule of Expenditures of Federal Awards
- Corrective Action Plan
- Schedule of Findings & Questioned Costs

- Summary schedule of prior year audit findings

1. Confirm that the information displayed is correct.
2. Ensure all applicable documents are included with your UNIFORM GUIDANCE audit report

submission.
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Completeness Checklist Continues:

- Independent Auditors Report on Compliance and on Internal Coftyol
over Financial Reporting Based on an Audit of Financial Statments!
performed in Accordance with Government Auditing Standards

- Schedule of Expenditures of Federal Awards
- Corrective Action Plan
- Schedule of Findings & Questioned Costs
- Summary schedule of prior year audit findings
- Independent Auditors Report on Compliance with Requirements
applicable to Each Major Program and Internal Control Over Complj
in Accordance with OMB Circular A-133
2. Contact InformationfAdditional Notes

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

Financial Statement Contact

Mame: l

Ernail: l j

Phone: l

Compliance Audit Contact Same Contact Information as above:
Mame: J

Emnail: J <—®

Phone: J

Enter any additional notes

i o @

@_, CANCEL ) SAVE. ) W SAVE.anBPROCEED,)

O

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

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

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

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

Attachment

page.

NOTE

August 2020

Change in Equity documentation may be included as part of the Income
Statement, or may be included as a separate document. Consolidated
Statements will only be included with the submission if the financial
statements reflect totals.
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School Group Submissions:

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

Independent Auditors Report on Financial Statements, Report on

NOTE Compliance and Internal Controls Over Financial Reporting Based on an
Audit of Financial Statements Performed in Accordance with Government
Auditing Standards, Report on Internal Control Over Compliance, Report on

Compliance with Specified Requirements Applicable to the SFA Programs.
Signatures created using a word processing application are not acceptable.
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FSA Annual Submission Upload Attachments

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

— Public Annual Submission FiLE urLOAD

il Financial Statements » Public School
Fl Compliance Audit SOEEIRS0 S0 Sy
El Completeness Checklist

£l Upload Attachments
E submit As part of your Annual Submissian, you must include an electronic copy of your complete A-
= 133 report and corrective action plan {if applicable). Please use the fields below to upload the
files that you wish to submit to the Department of Education. For each file yvou upload, use the
checkboxes to indicate what is contained in the file, Please note, all files must be in .pdf
format, Upload times may wary depending on connection speed, but upload times greater
than 1 minute is comrmon - please wait for page to refresh before continuing. all reguired
fields are indicated with an asterisk, Selecting "all' satisfies all required fields,

File: Browse... | <—@

% Audited Financial Statements: [
Compliance Audit: [ @
Corrective Action Plan: [

All{Complete A-133 report and
Corrective Action Plan, if
applicable):
Other: [*

D
o © ®

WCANCEL ) (W SAVE ) SAVE anpPROCEED)

1. Confirm that the information displayed is correct.
2. Click on the Browse 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

o Quick access

¢ Documents

4 Downloads *

&= Pictures o
FSA - eZ-Audit

Development

2019 Release 6.0 Weekly Status Repor #
g G\ o+
Bl Desktop

Domestic Schools - Draft

FIOS - Updated

Foreign Schools - Draft

@ OneDrive - CollabraLlink
@ COneDrive - Personal
W This PC

W Network

Marne

~ A long time ago (2)

@ Delinquent Letter- (1)
= Waiver Exemnption Request (1)

~ Today (5)

0 Servicer information

m Corrective Action Plan - Sample
@ Compliance Audit - Sample

8 Servicer Information

mm eZ-Audit Worksheet

b. Ensure the comect file
name is displayed

File name: ||

3. Check all appropriate documents attached
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.
6. Click the SAVE button to save all entries currently on screen.

School Group Submissions:

a. Select Comect folder or directory

to I:M:atjthefile.

/

c. Click on the Open
button to attach ‘H‘IE;”E.

v| Al Files ~

Cancel

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

v' Follow the steps above.

NOTE

As part of your annual submission, you must include an electronic copy of
your complete UNIFORM GUIDANCE report. Please note that all files must
be in a non editable PDF format and NO personal information such as Social

Security Numbers should be contained in attachments. Remember, you can

attach additional information not required during this process. If you do
attach additional information, please make a note in the “Contact
Information/Notes” field on the Completeness Checklist page.
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FSA Annual Submission-Submit

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

Public Annual Submission suemiT
»» Public Schoaol

- OPEID:03051100 4-@ \

By selecting to submit, the information you have entered on these pages
will be sent to the Department of Education.

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

REMINDER: OMEB still requires submissions of A-133 reports {(public and
non-profit institutions) to the Federal Audit Clearinghouse.

By clicking the “"Submit to ED™ button belows, I certify that I am the
individual currently signed into this system on behalf of the institution, and
that I am authorized to submit this information on behalf of the institution. I @
also certify that, to the best of my knowledge and belief, all information in

this document is true and correct. I understand that if the institution
provides false or misleading information, {(a) the U.S. Department of
Education may deny or seek to revoke the institution eligibility to
participa in the federal student financial aid programs and (b) the
institution may be liable for all federal student financial aid fund it or its
students received. I also understand that I may be subject to a fine of not
more than $25,000 or imprisonment of not more than five years, or both,
for misinformation that is material to receipt and stewardship of federal
student aid funds.

By clicking the “"Submit to ED" button belows, I certify that I am not in j

default on a federal student loan or that I have made satisfactory
arrangement to repay it.

BM D<——®

Confirm that the information displayed is correct.

Read to understand and attest that you have met all requirements.

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

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

wnNE

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.

August 2020 46



PROUD SPONSOR of
the AMERICAN MIND ™

FederalStudent Aid

An OFFICE of the US. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit For Public Schools

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

If you are submitting for a school group the following screen on the next page will appear.

FSA Annual Submission-Submit continued:

i -
I A ? ‘
AL PG IELE . | AOCE U
L] E 1 € A A& I F =
ASTLs T AL
¥ i i
0 Crusccksl Statsrvserits =s garlbpagn A
| o 5 Bkl = LEPE PR
L L
B Ushoad sttaciveeits Bty seles tirsg b sudsrit, the sformabion you hawe sotesed o Bhese paecges el L
™ mnorsl Loy Uhe Degsar Crrveasl of Colasations.
BF yeieiie Bve DLy By g 0 00 @ Soleisad lu-er:r. gk aanes Frate Cheal Thae rend dardd s st
Wiaewhdnibl Dol Taa B 03 anevlil bl 0his fnbesialose 4 dol e d Puineal dircimage Deavis o dnivmiblestisad
whawsir geiar taoads ood Theis Sllwvdssine . For Toe thees eeplenatings, reler Tor The TSt By
Fitog Casickes G Lisiesg o2 AT~
Vorur soslsrvEnsiors st e prepared in sooorcokene s seitfs e CFE G200, tha FRA
Mamhit Gasiche, oor O900 Circalar & 100 o apgeropeiate. Orece sasbardt el yoas vl owsly
Prsrwrin Foried s Coris Loy Uhs olata
FRERATSENFR » OB racpilmes subymissions of A- 133 reports
(puiblic sl oot it instibutions ) to the Feckeral Acclit
o bl v sses
iy olickineg the “Sulynit ©o F- bt ton below, | certify theat | o the snclivisiosl
riawreiitly sigEee L1 Wl thiat | &
anatie N (3] t Tt arn. 1 aluey cortily
vt - thim chos uroet i
wr prrwrwicbes Talse cor sl sl
s wpr ey G sk Lo reveodies
wil i el
o X
i e
0 ¥ o e yEars, OF
L s s viladigs wmalerad =t
Pt
L L snpbsiveil Was B0 Diaal ey Db, | omrLily TFhaat 1 oo reesl bin ol faill
oy g Drwker ol sUidbont oo or Dhal 1 Dave feecke salis e Cory arr snoesrmersl Lo ressay
I
B o ol rent Fuewve fhee Saalmi® o Ul basd o, Saabanit ter is naat iralic atesod as ore
ol yoaar user robes. Fease e e Suarage Users Sen b ol b e
Select the OPEIDS) you are submitting for: Select All T ‘_®
s Pminiae i il
. - e i —
‘ : g -+~ @
........ Bt s |
e AT D
- . -

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

Click the Submit indicator to submit for individual schools.

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

NOTE You will have “read” access only once submitted.
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Merger/Change in Ownership

Merger/Change in Ownership Submission Financial Statement

To complete a Change in Ownership Submission, complete the LOGIN step. This will take
you to your institution’s eZ-Audit homepage. On the upper left hand side of the page, you will
see a section “Other Submissions”. Click on the underlined text “Create Merger/Change in
Ownership Submission”, and then the screen below should appear:

c§
FEDERAL
STUDENT AID

AUDIT HOME |

@

FEUHELR [ FI L0 GOUT,

[ —— Merger/Change in Ownership Submission FINANCIAL STATEMENT INFORMATION
il Financial Statements > Non Profit School

E Upload sttachments SUEELD:U o100 4—@
Subrnit
all fields are required.
¥ 1. Indicate the Date Covered hy Balance Sheet {mm/dd/yyyy):

STOP Date of One Day Balance Sheet: I 4/@

Reason: I

Statement of Financial Position

s ANCEL o) EEDZ)

%@%@%

Confirm the information displayed is correct.

Enter date of one day balance sheet.

Provide a reason.

Click on Statement of Position - (see section on completing the Statement of Position).
IMPORTANT WARNING: Click the CANCEL button to make changes/delete all

entries since the lasttime you saved your work.

Click the SAVE button to ensure all entries currently on the screen are successfully stored by the
system.

7. Click the SAVE and PROCEED button to go to the Upload Attachments page.

This is the next stage in the submission process.

agrwOdNE

o

to complete the Statement of Position.

NOTE With a Merger/Change in Ownership, Not-for-Profit schools are required only
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Merger/Change in Ownership Submission Upload Attachments

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

Merger/Change in Ownership Submission uPLOAD ATTACHMENTS

» Mon Profit School
« OPEID:03351300 ‘@

fs part of vour Merger/Change in Ownership Submission, yvou rmust include an electranic copy
of the following: Mew Entities: One Day Balance Sheet; Existing Entities: Two years of
complete audited financial statements and a one day balance sheet. Please use the fields
below to upload the files that vou wish to submit to the Department of Education. For each file <é>
vou upload, use the checkboxes to indicate what is contained in the file, Please note, all files

must be in .pdf format. Upload times may vary depending on connection speed, but upload
timmes greater than 1 minute is common - please wait for page to refresh before continuing.
all required fields are indicated with an asterisk, Selecting 'all' satisfies all required fields,

File: Browse... |

Audited Financial Statements: [

One Day Balance Sheet: [ @

All{Complete A-133 report and
Corrective Action Plan, if [

applicable):
Other: [
s+

o @ o

CANCEL ) SAVE__.) .SAVE AND PROCEED.)

1. Please confirm that the information displayed is correct.
2. Read and follow instructions accordingly.
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3. Click on the Browse button to search for document(s) to be attached. Then follow instructions on the
next page on searching for and attaching document(s)
Organize « Mew folder - - I | e

Mame

o Quick access
N i I

. Documents A long time ago (2)

4 Downloads @ Delinquent Letter- (1)

& Pictures @ Waiver Exemption Request (1)

FSA - eZ-Audit + * Today (3)
8. Select Comect folder or directory
to locate the file.

Development @ Servicer information

m Carrective Action Plan - Sample

2019 Release 6.0 Weekly Status Reporl #
- G
BN Desktop

@ Compliance Audit - Sample
mm Servicer Information

@ eZ-Audit Worksheet
Domestic Schoals - Draft

FIOS - Updated
Foreign Schools - Draft

@ OneDrive - CollabraLink

@ OneDrive - Personal

b. Ensure the comect filg
4 This PC name is displayed

c. Clidk on the Cpen
button to attach the file.

W Network

V| All Files v

File name: ||

Check all appropriate documents attached.

5. After the document has been selected and the file type identified by checking the box,

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

your compliance audit submission.

Click the CANCEL button to make changes to all entries.

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

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

NOTE As part of your Merger/Change in ownership submission, you must include an

No

electronic copy of your one-day balance sheet and/or complete audited
financial statements.
Please note that all files must be in a non-editable PDF format.
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Merger/Change in Ownership Submission-Submit

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

Merger/Change in Ownership Submission suemit
»» Mo Profit School

= OPEID:03351300 C

By selecting to submit, the information you have entered on these pages
vwill be sent to the Department of Education.

Your submission must be prepared in accordance with 24 CFR. 668.23, the
FSA Audit Guide, or OMB Circular A-133 as appropriate. Once submitted,
vou will only have read access to this data.

REMINDER: ORME still requires submissions of A-133 reports (public and
non-profit institutions) to the Federal Audit Clearinghouse.

By clicking the "Submit to ED™ button helows, I certify that I am the \
individual currently signed into this system on behalf of the institution, and

that I am authorized to submit this information on behalf of the institution. I
also certify that, to the best of my knowledge and belief, all information in

this document is true and correct. I understand that if the institution

provides false or misleading information, (a) the U.S. Department of

Education may deny or seek to revoke the institution eligibility to

institution may be liable for all federal student financial aid fund it or its
students received. I also understand that I may be subject to a fine of not
more than $25,000 or imprisonment of not more than five years, or both,
for misinformation that is material to receipt and stewvardship of federal
student aid funds.

By clicking the "Submit to ED" button belows, I certify that I am not in
default on a federal student loan or that I have made satisfactory

arrangement to repay it

participate in the federal student financial aid programs and (b) the >@

Please confirm that the information displayed is correct.

Read to understand and attest that you have met all requirements.

Click on the SUBMIT TO ED button to complete your submission process. This will
then take you to your institution’s homepage with a displayed confirmation of your
audit submission. If you do not have the “SUBMIT TO ED” button please verify that
“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.

whNh e

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

Change in FY END Submission

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

==
FSA 5
TEDERAL 2 4 AUDIT HOME |, 2 HELP. [{F MANAGE USERS |1, LOGOUT.
STUDENT AID

Change in Fiscal Year End Submission

» Puhllc School
=« OPEID:11223300

Qur records indicate that the current fiscal yvear end for
Public School is 10/31/2002.

Enter new fiscal year end: gl_egl;-'l_onth V| | <_@

By clicking the "Submit to ED" button below, I certify that I am the
individual currently signed into this system on behalf of the institution, and
that I am authorized to submit this information on behalf of the institution. I
also certify that, to the best of my knowledge and belief, all information in
this document is true and correct. I understand that if the institution
provides false or misleading information, {a) the U.5. Department of
Education may deny or seek to revoke the institution eligibility to
participate in the federal student financial aid programs and (b} the
institution may be liable for all federal student financial aid fund it or its
students received. I also understand that I may be subject to a fine of not
more than $25,000 or imprisonment of not more than five years, or both, for
misinformation that is material to receipt and stewardship of federal
student aid funds.

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

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

Confirm the information displayed is correct.

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

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

Click on the “SUBMIT TO ED” button to ensure that date change is captured by
the eZ-Audit system. If you do not have the “SUBMIT TO ED” button please verify
that “submitter” is selected as a user role. See Manage Users for details.

NOTE When notifying ED of a change in fiscal year end, please submit change

PONPE

90 days prior to your current fiscal year end date. Contact your School
Participation Team Representative for information regarding additional
submission requirements.
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Waiver/Exemption Request

Create Waiver/Exemption Request

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

Create Waiver Exemption Request

s Public Schoaol
~OPEID:11223300 4—@

Flease use the fields below to upload your Waiver/Exemption Request into the system, Flease
note, all files must be in pdf format. Once all file(s) have been uploaded, select "Submit”,
Zelecting "Cancel” will return you to your home page without saving or submitting wour

infarmation,
File®: | [ Browss.. | 4—@

@"’ DD
WageriEnemption Rent e - oo rre - ‘_@

By clicking the "Submit to ED" button below, I certify that I
am the individual currently signed into this system on behalf
of the institution, and that I am autherized to submit this
information on behalf of the institution. I also certify that, to
the best of my knowledge and belief, all information in this
document is true and correct. I understand that if the
institution provides false or misleading information, {a) the
U.S. Department of Education may deny or seek to revoke
the institution eligibility to participate in the federal student
financial aid programs and {b) the institution may be liable
for all federal student financial aid fund it or its students
received. I also understand that 1 may be subject to a fine of
not more than $25,000 or imprisenment of not more than
five years, or both, for misinformation that is material to
receipt and stewardship of federal student aid funds.

By clicking the "Submit to ED' button helow, T certify that T
am not in default on a federal student lean or that [ have
made satisfactory arrangement to repay it.

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

@_’—w—sﬁw%‘—@

1. Confirm the information displayed is correct.
2. Click on the Browse button to search for document to be attached. The screen below shouldappear:
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Organize « Mew folder Iz - | 9

Marme
# Quick access
~ A long time ago (2)

7 Documents <+
& Downloads o @ Delinquent Letter- (1)
o Wai ion R 1
& Pictures - aiver Exemption Request (1)
FSA - eZ-Audit +  Today (5)
0 Servicer information a. Select Comect folder or directory
Development ’ to locate the file.

2019 Release 6.0 Weekly Status Report # @ Cofrective Action Plan - Sample

G\ > @ Compliance Audit - Sample
=7 O

BN Desktop

@ Servicer Information

m eZ-Audit Worksheet
Domestic Schools - Draft

FIOS - Updated
Foreign Schools - Draft

@ OneDrive - CollabraLlink

@ OneDrive - Personal

b. Ensure the comect file|

- - c. Click on the Open
M This PC name is displsyed button to sttach the file.

W Network

v| All Files -

File name: ||

3. Check all appropriate documents attached
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. The screen will then change to the screen below:
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Create Waiver Exemption Reques
= Public School
« OPEID: 11223300 4—@ 1

Please use the fields below to upload your Waiver/Exermption Request into the system. Please
note, all files must be in .pdf format, Qnece all file(s) have been uploaded, select "Submit".
Selecting "Cancel" will return you to your home page without saving or submitting your

information.
File*: | [ Browse._. k—@

CD_> 3_apD_ )
Waiver/Eremption Requested _ o 4—@
for FYE*: Select FYE v|

[ O —

sample.pdf Fegquest docurnent  «DELETES

By clicking the "Submit to ED™ button below, I certify thatI
am the individual currently signed into this system on behalf
of the institution, and that I am authorized to submit this
information on behalf of the institution. I also certify that, to
the best of my knowledge and belief, all information in this
document is true and correct. I understand that if the
institution provides false or misleading information, {a) the
U.5. Department of Education may deny or seek to revoke
the institution eligibility to participate in the federal student
financial aid programs and {b) the institution may be liable
for all federal student financial aid fund it or its students
received. I also understand that I may be subject to a fine of
not more than $25,000 or imprisonment of not more than
five years, or both, for misinformation that is material to
receipt and stewardship of federal student aid funds.

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

If you do not have the Submit To Ed button, Submitter is not

indicated as one of your roles. Please see the Manage Users
Section of Help

Gr— wemcey) wusmnioen,+—(6)

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

exemption.

6. Click the CANCEL button to erase all entries.

7. Click the “SUBMIT TO ED” button to submit your Exemption Request. This will then
take you to your institution’s homepage with a displayed confirmation of your
transaction. If you do not have the “SUBMIT TO ED” button please verify that
“submitter” is selected as a user role. See Manage Users for details.
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New Institution/Reinstatement Submission

New Institution/Reinstatement Submission Financial Statement

To submit your institution’s New Institution/Reinstatement Submission audit, complete the
LOGIN step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand
side of the page, you will see a section “Other Submissions”. Click on the underlined text
“Create New Institution Submission” or “Create Reinstatement Submission” and then the
screen below should appear with your |nst|tut|on S hame:

FSA

AT Dl R

Fp AUDIT HOME, |0

HELP_ |55 MANAGE USERS

| [E.LOGOUT,

New Ir 1stitution Su I NMISSTON FINANCIAL STATEMENT INFORMATION

El Financial Statements s> Public School
= OPEID:11223300

Completeness Checklist
B Upload Attachments <_'®
= all fields are required

El Submit
1. Enter the Institution’s Most Recent Fiscal Year End (rmm/dd/yvyy):

Fiscal Year End 1:

Fiscal Year End 2: C

For Questions 2 through S Enter responses for Fiscal vYear End:

2. Indicate the Period Audited (mm/dd/ vyl

Begin Date: | ! <_®

End Date: | m
NG

Reason if Less than 1 Year: |

3. Enter Auditor Information:

Enter Auditors TIN: |

| = Select an Opinion Twpe — ~|

5. 15 a going concern explanatory paragragh included in either the auditor's
opinion letter or in the notes to the financial statements?

4. What type of auditor’s report was issued on the financial statements? @

YES ND

o

e

woLANCEL 0 o SAVE ) (SAVE ANDPROCEED. )

Create New Institution/Reinstatement Submission — Financial Statement Continues:

1. Please confirm that the information displayed is correct.
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©CoNoTO~®WN

11.

12.
13.

Enter fiscal year end date (most recent FYE) (MM/DD/YYYY).

Auto populated to exactly one year from the entered Fiscal Year End 1 (MM/DD/YYYY)
Text Indicating to provide responses for most current Fiscal Year End (Fiscal Year End 1)
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.

Enter the auditor firm’s Tax Identification Number (TIN).

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

. Refer to Part Il, Question 2 of the Federal Audit Clearinghouse Data Collection

Form SF-FAC (3-20- 2001).

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

since the last time saved your work.

Click the SAVE button to ensure all entries are successfully stored by the system on this page.
Click the SAVE and PROCEED button to go to the Completeness Checklist. This is the

next stage in the submission process.
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New Institution/Reinstatement Submission Completeness Checklist

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

appear:
J§
FEDERAL
STUDENT AID
o ————— New Institution S iSSTON  CHECKLIST
Financial Statements » Public School
H cCompleteness Checklist #OREID:L 1223300
H Upload attachments
Submit all fields are required.
1. Please ensure the following are included in your submission, if
applicable:
- Independent Auditors Report (This report must include auditor's
signature)
- Statement of Financial Position
- Statement of Activities
- Cash Flows Statement
- Motes to Financial Statements
- Independent Auditors Report on Compliance and on Internal Control
over Financial Reporting Based on an Audit of Financial Statments
performed in Accordance with Government Auditing Standards
@—-> 2. Contact Information/fAdditional Motes
Please let us know who to contact with questions regarding this submission,
Financial Statement Contact
Marme: 1
Ernail: 1
FPhone: 1
Enter any additional notes
EANCEL ) AV ) (SANEMMDEROCEFD,)
U, =, Departrment of Ed.
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Completeness Checklist continues:

1. Please confirm that the information displayed is correct.

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

3. Provide contact information (name, phone, email) of who should be contacted in regard
to the submission and additional notes as necessary. Please feel free to attach any
additional document(s). If you do attach these additional documents, please write a note
in this field advising that you have attached additional information not required in this
process.

4. Click the CANCEL button to erase all entries.

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

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

Signatures (scanned) are required on Independent Auditors Report,

NOTE Independent Auditors Report on Compliance and on Internal Control Over
Financial Reporting Based on an Audit of Financial Statements Performed in
Accordance with Government Auditing Standards, Independent Auditors
Report on Compliance with Requirements Applicable to Each Major Program

and Internal Control Over Compliance in Accordance with UNIFORM
GUIDANCE . Font altered signatures are not acceptable.
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New Institution/Reinstatement Submission Upload Attachments

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

itial Application Submission UPLOAD ATTACHMENTS
»“Public School

- DPEID:03051100 <_@

As part of your Initial Application Subrmission, vou must include an electronic copy of your
complete audited Financial Staterments for the previous two vears, Please use the fields below
to upload the files that you wish to submit to the Department of Education. For each file you
upload, use the checkbaoxes ta indicate what is contained in the file, Please naote, all files must
be in .pdf forrmat, Upload times may vary depending on connection speed, but upload times
greater than 1 minute is cormmmon - please wait for page to refresh before continuing. all
required fields are indicated with an asterisk, Selecting 'All' satisfies all required fields,

File: _Browse. +—2)

Audited Financial Statements: [
All{Complete A-133 report and @

Corrective Action Plan, if [
applicable):
other: [

®—>._ﬂﬂ_.,l

P @ @

CANCEL ) SAVE__.) .SAVE AND PROCEED.)

1. Please confirm that the information displayed is correct.
2. Click on the Browse button to search for document(s) to be attached. Then follow
instructions on the next page on searching and attaching document(s).
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Organize « Mew folder =+ [ o
Marne

o Quick access
~ A long time ago (2)

¢ Documents
& Downloads " @ Delinquent Letter- (1)
@ Waiver Exemption R 1
B Pictures aiver Exemption Request (1)
FSA - eZ-Audit + v Today (5)
B Servicer information 8. Select Comect folder or directory
Development * to locate the file.

2019 Release 6.0 Weekly Status Repori # = COrective Action Plan - Sample
@ Compliance Audit - Sample
wf G\ +

& Servicer Information
I Desktop

@ el-Audit Worksheet
Domestic Schools - Draft

FIOS - Updated
Foreign Schools - Draft

@ OneDrive - Collabralink

@& OneDrive - Personal

b. Ensure the comect filg -
. is displayed ¢ Clidk on the Open
4 This PC name 1= dlsplaye butten to sttach the file.

W Metwork

File name: || w| |AllFfles v

Open Cancel

3. Check all appropriate documents attached After the document has been selected
and the file type identified by checking the box, click the “ADD” button to ensure that
the document has been successfully attached to your compliance audit submission.
4. Click the CANCEL button to erase all entries.
5. Click the SAVE button to save all entries currently on the screen.
6. Click the SAVE and PROCEED button to take you to the New Institution Submission-submit page.

copy of your complete audited financial statements. Please note that all files must
be in a non editable. PDF format and no personal information such as Social
Security Numbers should be contained in attachments. Remember, you can
attach additional information not required during this process. If you do attach
additional information, please make a note in the “Notes” field on the
Completeness Checklist page.

NOTE As part of your initial/reinstatement submission, you must include an electronic
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New Institution/Reinstatement Submission-Submit

If you successfully entered, saved and attached an electronic copy of your submission by
clicking on the SAVE and PROCEED button, the screen below should appear. This page can
also be reached by repeating the LOGIN step. This will take you to your institutions eZ-Audit

homepage. On the upper left hand side of the page, you will see a section “Other Submissions”.

Click on the underlined text “New Institution/Reinstatement Application Submission” and then

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

Ig tial Application Submission susmi
> Public School

b
= OPEID:03051100 <_®

By selecting to submit, the information you have entered on these pages
will be sent to the Department of Education.

Your submission must be prepared in accordance with 34 CFR 668.23, the \

FSA Audit Guide, or OMB Circular A-133 as appropriate. Once submitted,
you will only have read access to this data.

REMINDER: OMB still requires submissions of A-133 reports (public and
non-profit institutions) to the Federal Audit Clearinghouse.

By clicking the "Submit to ED" button belows, I certify that I am the

individual currently signed into this system on behalf of the institution, and
that I am authorized to submit this information on behalf of the institution. I
also certify that, to the best of my knowledge and belief, all information in
this document is true and correct. I understand that if the institution
provides false or misleading information, {a) the U.S. Department of
Education may deny or seek to revoke the institution eligibility to
participate in the federal student financial aid programs and (b) the
institution may be liable for all federal student financial aid fund it or its
students received. I also understand that I may be subject to a fine of not
more than $25,000 or imprisonment of not more than five years, or both,
for misinformation that is material to receipt and stewardship of federal
student aid funds.

By clicking the "Submit to ED' button belows, I certify that I am not in
default on a federal student loan or that I have made satisfactory /
arrangement to repay it.

B [} <_@

@

Please confirm that the information displayed in correct.
Please read to understand and attest that you have met all requirements.

whh e

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

process. If you do not have the “SUBMIT TO ED” button please verify that “submitter” is

selected as a user role. See Manage Users for detalils.
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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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Stub Audit Submission

Stub Audit Submission Compliance Audit Information

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

J‘S‘
FEDERAL
STUDENT AID

s nsaena——— | I'IL .éule L l||)|T|| SSI0ON  COMPLIANCE AUDIT INFORMATION
Compliance Audit » Public School

E completeness Checklist s OREIDILL 229300

B Upload Attachments

Ebein All fields are required.
1. Indicate the Period Audited (mm/dd/yyyy): 5:
Begin Date: [ _i
End Date: ]4_@

Reason for Stub Audit: | |

2. Review Auditor Information: ﬁ)

Records Indicate your Current Auditor Is: 000123456

YES NO 4_®

Is this information correct?: () i)

Enter Auditors TIN: |_____| 4_@

Please confirm that the information listed is correct.

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 new,
select NO and update with current auditor information.

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

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

oukwbrE

~
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Stub Audit Submission Continues:

3. Was the Student Financial Aid Cluster Audited as a major program?
If no, question 5 is not applicable.

() YES ) MO

:

4. Does this A-133 report contain any findings related to the FSA Title 1V
programs?

) YES 3y NOD 4—@

5. Type of Auditor’s Report Issued on Compliance for Major Programs

If 3 is no, this question is not applicable.

| — Select an Opinion Type — + |

o ® ®

WL ANCEL )  w SAVE ) WSAVE AN PROCE

8. Indicate whether the Student Financial Aid Cluster was audited as a major program in
the UNIFORM GUIDANCE audit. Refer to Section | — Summary of Auditor's Results
in the Schedule of Findings and Questioned Costs of the annual UNIFORM
GUIDANCE report. Note: If the answer to this question is YES, skip question 5. If
the answer to
this question is NO, answer question 5 and skip question 5.

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

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

11. IMPORTANT WARNING: Click the CANCEL button to make changes/delete all entries since the
lasttime
you saved your work.
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12. Click the SAVE button to ensure all entries are successfully stored by the system on this page.
13. Click the SAVE and PROCEED button to go to the Completeness Checklist. This is the
next stage in the submission process.

68
AUGUST 2020



Federal Student PROUD SPONSOR of

FICE af the US. DEPARTMENT of EDUCATIDN

Step-by-Step Guide to Using eZ-Audit For Public Schools

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

JS
FEDERAL

STUDENT AID

Stub Audit Submission cHECKLIST

Compliance A » Public School
H completeness =0OPEID:11223300
LOMPIETENEsE w
B Unload Attachments
Subrnit all fizlds are required.

\

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

- Schedule of Expenditures of Federal Awards

- Corrective Action Plan
- S5chedule of Findings & Questioned Costs > @

- Summary schedule of prior year audit findings
- Independent Auditors Report on Compliance with Requirements
applicable te Each Major Program and Internal Control Over Compliance
in Accordance with OMB Circular A-133
J

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

@__, 2. Contact Information/Additional Motes

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

Compliance Audit Contact

MName: L |

Email: L |

Phone; | |

Enter any sdditional notes

‘ ° ©

WCANCEL ) W SAVE_ ) .SAYE ANDPROCEED.)

3. Provide contact information (name, phone, email) of who should be contacted
regarding submission and additional notes as necessary. Please feel free to attach any
additional document(s). If you do attach these additional documents, please write a
note in this field advising that you have attached additional information not required in
this process
4. Click the CANCEL button to erase/delete all entries since the last time you saved yourwork.
5. Click the SAVE button to save all entries currently on screen.
6. Click the SAVE and PROCEED button to take you to the Upload Attachment page.

Independent Auditors Report on Compliance and on Internal Control
Over Financial Reporting Based on an Audit of Financial Statements
Performed in Accordance with Government Auditing Standards,
Independent Auditors Report on Compliance with Requirements
Applicable to Each Major Program and Internal Control Over Compliance
in Accordance with UNIFORM GUIDANCE . Signatures created using a
word processing application are not acceptable.

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

FSA

FEDERAL
STUDENT AID
i Compliance Audit » Public School
Completensss Checklist * OPERDXHA 23300 \ -
B Upload Attachments
8 submit

File: | Choose Fll

Compliance Audit:

Corrective Action Plan:
All{Complete A-1332 report and .
Corrective Action Plan, if
applicable): . ’
Other:

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. Click on the Choose File button to search for document(s) to be attached. Then follow
instructions on the next page on searching and attaching document.
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Crganize = Mew folder S il | 9

Marne
o Quick access
~ Along time ago (2)

¢ Documents
§ Dovmicads & @ Delinquent Letter- (1)
) @ Waiver Exemption Request (1
&= Pictures - F ; W
FSA - eZ-Audit e v Today(5)
. @ Sarvicer information 8. Select Comect folder or directory
Development to locate the file.

2019 Release 6.0 Weekly Status Report # = Corrective Action Plan - Sample

@@ Compliance Audit - Sample
- G\ o

BN Desktop

@ Servicer Information

@ eZ-Audit Worksheet
Domestic Schools - Draft

FIOS - Updated
Foreign Schools - Draft

@ OneDrive - Collabralink

@ OneDrive - Personal

b. Ensure the comect file & Click on the Open

“a This PC name i displayed button to sttach the file.

o Network

File name: || ~| | ANFiles ~

3. Check all appropriate documents attached.

4. After the document has been selected and the file type identified by checking the box,

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

your compliance audit submission.

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

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

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

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

NOTE your audit and/or complete audited financial statements. Please note that all
files must be in a non editable. PDF format and no personal information such
as Social Security Numbers should be contained in attachments. Remember,
you can attach additional information not required during this process. If you
do attach additional information, please make a note in the “Notes” field on the
Completeness Checklist page.

No o
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Stub Audit Submission-Submit

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

Stub Audit Submission susmIT
»» Public Schoaol %

- OPEID:03051 1uu4_®

By selecting to submit, the information you have entered on these pages
will be sent to the Department of Education.

Your submission must be prepared in accordance with 34 CFR 668.23, the
FSA Audit Guide, or OMB Circular 8-133 as appropriate. Once submitted,
vou will only have read access to this data.

REMINDER: OMBE still requires submissions of A-133 reports (public and
non-profit institutions) to the Federal Audit Clearinghouse.

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

that I am authorized to submit this information on behalf of the institution. I @
also certify that, to the best of my knowledge and belief, all information in

this document is true and correct. I understand that if the institution

provides false or misleading information, {a) the U.S. Department of
Education may deny or seek to revoke the institution eligibility to

participate in the federal student financial aid programs and (b} the

institution may be liable for all federal student financial aid fund it or its
students received. I also understand that I may be subject to a fine of not
more than $25,000 or imprisonment of not more than five years, or both,

for misinformation that is material to receipt and stewardship of federal
student aid funds.

By clicking the "Submit to ED" button below, I certify that I am not in

default on a federal student loan or that I have made satisfactory /

arrangement to repay it.

1. Confirm the information displayed is correct.

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

3. Click on the “SUBMIT TO ED” button to complete your Stub Audit Submission
process. If you do not have the “SUBMIT TO ED” button please verify that “submitter”
is selected as a user role. See Manage Users for details.
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4. The following confirmation of receipt will be displayed on your home page.

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

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

completed and the Stub Audit must be attached.
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Additional Information

Additional Information Submission

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

: L
STUDENT AID
Additional Information Submission
2 Public School
= OJRPEID: 03051100

To submit additional information, you must select a submission from the drop-down box
below to associate it with, Please use the additional fields to upload the files that you wish to
submit to the Department of ED. Please note, all files must Ee in .pdf format.

Submission to Associate| P
With*: |—Se|ema8ubm|55|0n—j <——@ @
File*: | Browse... |44)D 14‘—®

1. Confirm the information displayed is correct.
2. Select submission to associate the additional information with. If the review is
completed you cannot submit additional information.
3. Click on the Browse button to search for document to be attached. The screen below shouldappear:
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r v 4 ¥ » ThisPC » Downloads v

MName
7 Quick access
~ Today (5)

s Onelrive - Collabral ) )
m Servicer Information

@& OneDrive - Personal 0 Servicer information

. ) m ef-Audit Worksheet

P This PC m Corrective Action Plan - Sample
¥ Network m Compliance Audit - Sample

~ Along time ago (2)
m Waiver Exemption Request (1)
@ Delinquent Letter- (1)

b. Ensure the comect filg|
name is displayesd

o

—

File name: ||

v| All Files

1. 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.

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

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

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

76
AUGUST 2020




Federal Student rroun sroveoner

a Ae US DEPARTMENT of EDUCATIDN

Step-by-Step Guide to Using eZ-Audit For Public Schools
Letter of Public Status

Notifications

Letter of Public Status

This page can be reached by repeating the LOGIN step. This will take you to your
institution’s eZ-Audit homepage. On the bottom left hand side of the page, you will see a
section “Administration”. Click on the underlined text “Upload Letter of Public Status”. The
screen below should appear. A Letter of Public Status is a letter from an officer of a state or
other government entity confirming that the institution is a Public Institution.

& AUDIT HOME

4 HELP ! LOGOUT

‘EFUI)I-NT s\[l‘)

Home Page

B CRERTEANNUAT SUEMISSTONSH! » Public School OPEID:03051100 @

" Create FYE 10/31/2002 Annual

Submission
- J0THERSTENISSTOR ! (NN AL —
: * eZ-Audit does not have a Letter of Public
* Change Fiscal Year End Date Status on file for your institution. Please select‘_@
* Create YWaiver Exermption the link to Upload a letter located in the
Reguest Submission Administration portion of this page.
= Ty =Your Fiscal Year End 10/31/2002 Annual
® Create Initial Application Submission is overdue,
Submission *Your Fiscal Year End 10/31/2003 Annual

* Create Reinstaternant Subrmission is due on 7312004,
Submission
* Create Stub Audit Submission

* Submit Additional Information

MIEW HISTORICAL SUBMISSIONS )

ADMINISTRATION

" Lpdate My User Profile
" Wiew Institution Profile

* Upload Letter of Public Status 4——@

=

Please confirm that the information displayed is correct.
2. If the Department does not have a Letter of Public Status on file for your
institution you will receive this naotification on your Home Page.
3. Please click the Upload Letter of Public Status link. The screen on the next page should appear.
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NOTE Please note that this notification will remain on your Home Page until a Letter
of Public Status is submitted to the Department. For more information

regarding the Letter of Public Status please refer to 34 CFR 668.171 (c).
Please note this is a one-time submission only.
Letter of Public Status continued:

Letter of Public Status Upload

» PUBLIC SCHOOL 4—@
3 « OPEID:03051100

Flease use the field below to upload your Letter of Public Status into the systerm. Please note,
the file must be in .pdf format, Once all file has been selected, select "Submit to ED".
Selecting "Cancel” will return you to your horme page without saving or subritting your
inforrmation,

File*: Browse. .. | ¢ C)

By clicking the "Submit to ED” button below, I certify that I
am the individual currently signed into this system on behalf
of the institution, and that I am authorized to submit this
information on behalf of the institution. I also certify that, to
the best of my knowledge and belief, all information in this
document is true and correct. I understand that if the
institution provides false or misleading information, {a) the
U.5. Department of Education may deny or seek to revoke
the institution eligibility to participate in the federal student
financial aid programs and (b) the institution may be liable
for all federal student financial aid fund it or its students
received. I also understand that I may be subject to a fine of
not more than $25,000 or imprisonment of not more than
five years, or both, for misinformation that is material to
receipt and stewardship of federal student aid funds.

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

@it sturiog (3

1. Confirm the information displayed is correct.
2. Click on the Browse button to search for document to be attached. The screen below should
appear:
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« v 4 ¥ » ThisPC » Downloads v | D =~ ™ @

Mame
v Quick access
~ Today (5)

s Onelrive - Collabral ) )
@ Servicer Information

@ Onelrive - Personal & Servicer informaticn
m ef-Audit Worksheet 8. Select Comect folder or directory
A This PC to locate the file.
m Corrective Action Plan - Sample
¥ Network m Compliance Audit - Sample /
~ Along time ago (2)

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

b. Ensure the comect file) = Click on the Open

name is displayed butten te attach the file.
£ / >
File name: || | | AlFiles ~

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

4. Click the cancel button to delete entry.

5. Click the “Submit To ED” button to submit your Letter of Public Status to the
Department. This will then take you to your institution’s homepage with a
displayed confirmation of your transaction. If you do not have the “SUBMIT TO
ED” button please verify that “submitter” is selected as a user role. See Manage
Users for details.
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Notifications

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

below should appear:

FEDERAL
STUDENT AID
Home Page .
N CRERTE ARNUA DN UN S » Grady Health System - OPEID:00411700
* Create FYE 12/31/2019 Annual
Submission
BEZUTHERSUBMTSSTON S, @ O N
- . * Your Fiscal Year End 12/31/2019 Annual
Change Fiscal Year End Date Submission is due on 9/30/2020.
* Create Waiver Exemption * Your FYE 12/31/2018 Annual Submission
Request Submissicn submitted on 02/18/2020 16:06:33 is under FSA
e review.
* Create Reinstatement Submission ® Your FYE 12/31/2017 Annual Submission
* Create Stub Audit Submission submitted on 09,-"28."’2013 09:42:27 is under FSA
review.
* Submit Additional Information * Your FYE 12/31/2016 Annual Submission
= submitted on 10/18/2017 16:01:54 is under FSA
UEWHISTORICAL SUBMISSIONS ;) review.
1. This should read the name of your institution and OPEID number. Confirm that this is
correct.
2. This is the Notification section. Most recent institution’s submission status and
other notifications will be displayed.
NOTE Users should periodically check the Institution Home Page for
an up to date status of their submissions.
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Resubmission

If your submission has been deemed incomplete you will be required to Resubmit. An email
will be sent to the person(s) as listed on the Checklists page in Contacts informing them that
the submission has been deemed incomplete. A copy will also be sent to the Institution’s
President and Financial Aid Administrator.

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

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

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

FEDERAL
STUDENT AID

| Home Page
BC/TCREATE-ANNUALSUBN ONSHl » Public School ©OPEID:11223300 ‘-@

® Change Fiscal Year End Date - NOTIEICATIONS
* Create Waiver Exemption " your FYE 08/31/2002 Annual Submission

Reguest Submission submitted on 05/23/2004 09:44: 34 is
= incomplete.
® Create New Institution Click here to view the Incomplete | etter

Submission The Incomplete Letter must be viewed before
= Create Reinstatement Res s cion
Submission

= Create Stub Audit Submission
= Submit Additional Information

WWIEW HISTORICAL SUBMISSIONS .

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 separatewindow.
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UNITED STATES DEPARTHMENT OF EDUCATION
Federal Student aid - Schools Channel
Case Managerment and Owersight
Ciatas Managsrment and analysis
=Z-Audit

OSAZSAZ00<4 09 :a7 06
SPE ID: 11zz=3300

Dr Propristary

Public Schaal

1234 Proprietary Lane
Froprietary, DC, 12345

Diear Dr Proprictars:
wie hawe received ur Annual subMmission submitted on OSAZ3,Z004 09:44:34 Ffor the fiscal
year endesd O08/31,2002. wWe have detesrmined that your submission is incomplsts for the

Aoiiming reasonts:
Compliance aadit
= - Compliancs Audit is not viswabls.
Flease make the necessary revisions to your Annual submission and Fresubrmit within 1S

cal=ndar days wia eZ-&Sudit at vewivs.ezaudit.ed.gow. If vyou hawve any gquestions, pleass contack
the ez-audit Help Desk at S7F-Ze3-0750

The Institution should Note that until an acceptable submission is received it is Not in

Limnitation, Suspension, and Termination Proceedings of the regulations .
attention to this mattsr is greatly appreciated.

3. Return to your home page.

—_— uo E ELP GE USERS LOGOL
FEDERAL @ADL HOME,| i L. MANAGE USERS | FLLOGOUT.,.
STUDENT AID

| lome Page
B-7TCRER ANNUA UB M oneal » Public School OPEID:11223300

* Resubmit FYE 05/31/2002
Annual Subrnission

J@W_ @hlwﬁw—
=*gur Fiscal Year End 02/21/2002 Annual

® Change Fiscal Year End Date Subrnission is overdue,
* Create Waiver Exemption =Your FYE 08/31/2002 Annual Submission
Request Submission submitted on 05,/23/2004 09:44:34 is
incomplete,
* Create Mew Institution Click here to view the Incomplete Letter
Subrnission The Incomplete Letter must be viewed before

= Create Reinstatement Resubmission
Subrnission
= Create Stub Audit Submission

= Submit Additional Information

NIEW HI CAL SUBMIS50NS

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 Delinquent Email will be sent to the
Institution’s President, CFO, and Institution’s Financial Aid Administrator. The email will
indicate that a Delinquent Letter has been posted to the Notifications section of your
Institution’s Home Page. Once the Delinquent Email is received, you will be directed to
logon onto eZ-Audit to view the Delinquent Letter. The Delinquent Letter will disappear
once you have submitted the submission.

FSA

FEDERAL
STUDENT AID

@AUDII HOME EARC [, LOGOUT

Home Page
B /JCREATE ANNUAL SUBH ON S »Prngnetarg School OPEID:77889900
" Create FYE 10/31/2004 Annual 4——@
Subrmission
i OTHER UE 'I- OM . | |' N0 B N e
5 : *our Fiscal Year End 10/31/2004 Annual
Create Merger/Change in Submission is overdue.
Dwnership Submizsion Click here to view the Delinguent Letter
® Change Fiscal Year End Date The Delinquent Letter will be viewable until
; ; the submission is complete
® Create Walver Exemnption =Yaur Fiscal Year End 10/31/2004 Annual
Fequest Submission Submission is overdue,
& e Click here to view the Delinguent Letter
g;%ansiggr:v et The Delinguent Letter will be viewable until
e the submission is complete

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

Date: 10312004
OPE ID: FF8899200
TIN: DDDODODOD7F0O

O Proprietary
Proprietary Schoal
1254 Proprietary Lane
Proprietary, D2, 125345

Cizar President:

Pursuant to 34 CFFR 665.23 of the Student assistance Seneral Provisions regulations, an
institution participating in any Title IYW, HEA program must submit annually to the Secretary,
its compliance audit and audited financial statements no later than six months after the last
davy of the institution’s fiscal year.

Your institution's materially complete and acceptable audit andfor financial
statements for the fiscal year ended 10/31 72004 have not been received by the
submission deadline date of 10731 2004,

If vou hawve submitted compliance audit and financial statements which were deermed
unacceptable and returned to the institution, the submission deadline continues to apply until
acceptable audit reports are resubmitted to the Department. Please resubmit the
audit/Afinancial staterments for the fiscal year ended 1073172004 within 10 davys of the receipt
of this letter via eZ-audit at www . ezaudit.ed.gosw.

If we do not receive the required submission within 10 days of your receipt of this letter,
vour 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 G. If vou hawve
already submitted vyour compliance audit and financial statements for the fiscal year ending
10312004, please contackt the eZ-Audit Help Desl: at 1-§77-263-0780.

Thanlk you 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.

84
AUGUST 2020



Federal Student e

if the US DEPARTME f EDOUCATION

Step-by-Step Guide to Using eZ-Audit For Public Schools

Reminder Emalil

A Reminder email will be sent 60 and/or 30 days prior the submission due date. The
Reminder Email will be sent to the Institution’s President, CFO, Financial Aid
Administrator and eZ-Audit Institution Administrator to remind them that the Compliance
Audit and/or Financial Statement due date is approaching.
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	Annual Submissions
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