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eZ-Audit Overview

Frequently Asked Questions...
What is eZ-Audit?

eZ-Audit is a web based paperless single point of submission for financial statements and compliance audits. A
designee from your 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. Your school submits its compliance audit data and summary financial data via an Internet web form
(follow this manual for complete instructions).

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

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

4. School Participation Teams communicate with you to reach resolution.

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

How does eZ-Audit Benefit You?

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

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

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

Web forms will contain pre-populated fields.

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

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

» Status of your submissions will be accessible to you online at anytime.

« 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
0 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
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What role should my auditor play in eZ-Audit?

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

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 — either Netscape 4.76 or 6.2 or Internet
Explorer 5.0 or higher.

from your internet browser, please contact your network administrator and request that

If you receive an error that does not allow you to access eZ-Audit when you type in the URL
NOTE
] 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 an nslookup 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. You have several options for obtaining Adobe Acrobat:

« Purchase Adobe Acrobat 5.0 software that will allow you to scan paper copies of your submissions and
convert them to PDF. (The retail cost of the software is approximately $250)

« Convert an electronic version of your submission (word, excel, etc) to PDF format using www.adobe.com
online. (Adobe provides this conversion capability for $9.99 for one month with unlimited use.)

« Bring paper copies of your submissions to your local copying center (Kinkos, etc.) and request that they
create a PDF version of your submission. (The cost of this option will vary, however $30 - $50 is a
reasonable estimate.)

School Group Submissions

ED considers a school group as one A-133 report submission for multiple OPEIDs. For example, the State of
Louisiana submits one statewide financial report and A-133 audit for all the state schools in Louisiana. Another
example would be a nursing program with a separate OPEID included in A-133 of a university.

NOTE When more than one OPEID is covered in an A-133 audit, ED considers this to be a school
group, e.g., if a State submits a state-wide A-133 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

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)

NOTE OMB still requires submissions of A-133 reports (public and non-profit institutions) to be
sent to the Federal Audit Clearinghouse at 1201 E. 10" Street, Jeffersonville, IN 47132

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 and OMB Circular A-133)
o0 Public institutions’ financial statements and compliance audits are due nine months after the end
of the fiscal year (OMB Circular A-133).

**|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 A-133 report.
(See Waiver and Exemption Request).

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

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

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,
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authorized or unauthorized, constitutes consent to this monitoring, interception, recording, reading, copying, or
capturing 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 mail containing sensitive,
confidential information. As an alternative, we advise users to give consideration to using postal mail.

NOTE All eZ-Audit users are required to carefully read and sign the eZ-Audit Rules of Behavior
document that can be accessed via the web at http://ifap.ed.gov. Each user of the eZ-Audit

system must download a copy of the Rules of Behavior document, sign it and retain the
copy in the institution’s files.

Questions/Concerns

0 eZ-Audit will continue to post updates and critical information to IFAP at http://ifap.ed.gov.

o0 You can send an email to fsaezaudit@ed.gov

o Contact the eZ-Audit hotline at 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:

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

CoNooUA~AWNE

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

First and Last Name of appropriate person in authority

Signature of person named in #1 above

First and Last Name of eZ-Audit Institution Administrator

Signature of designated eZ-Audit Institution Administrator

e-mail address of eZ-Audit Institution Administrator

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

Fax Number

Fiscal Year End Date

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

CoNooA~AWNE

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

Where do | send my Registration Request Letter?
Registration Request Letters should be printed on school or corporate letterhead and mailed to:

The United States Department of Education
Federal Student Aid

Attention: Ti Baker

830 First Street, NE

Room 74G2

Washington, DC 20202

Fax to: 202-275-5726

How will | receive my registration confirmation and eZ-Audit Institution Administrator user ID and password?
Your registration confirmation and eZ-Audit Institution Administrator user ID 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.

If you submit an OMB Circular A-133 report covering multiple schools, only the submitting
institution needs to register with eZ-Audit. The A-133 report submission made by the
“submitting institution” will fulfill the requirements for all schools in the school group.

NOTE
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Administrative Tasks/Security

Login
After typing in the URL www.ezaudit.ed.gov in your Internet browser, the “Welcome to eZ-Audit” screen below

should appear:

STUDENT ..-‘\El'_)-

A

Welcome to eZ-Audit
: PZFUSERTCOGIN =
Welcome to the eZ-Audit e

website, If you are registered to - ; T |
use this site, please enter your I T ———

username and password to login. | —
If you are not a registered user

please refer to the registration
instructions . If you have |
forgotten your password, please

click the forgot password link, If |
vou have forgotten your

username please contact your
Institution Administrator or the
eZ-Audit Help Desk for support at
(8771263-0780,

password | |
%

Forgot Password?

eZ-Audit Update: Common
Submission Errors .

Freguently Asked Questions

Steps to Creating an eZ-Audit
Submission

Creating a PDF

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

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

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

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.

**|f you have an existing users logging in for the first time, you will be presented with the challenge
guestions 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:

¢S
FEDERAL
STUDENT AID

In order to use our automated password reset;, you are required to select
two (2) challenge questions 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 o
your Hore Page. If you wish to wiew ar maodify vour Challenge
Guestions/Answers please go to the My Profile page.

»
r—SB|EEI—

—Select—

U, 5. Department of Education

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

1. Select a challenge question from the first drop down list. You will have the following selection:

Challenge Question List 1:
e What month is your mother born?
e What is your father's middle name?
¢ In what city was your mother born?
¢ Which hospital were you born in?
e 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?
e 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 you new

password.

them in.

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

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:

J‘S
FEDEPRAL
STUDENT AID

1.

% <UDIT

£710 FORMATIO
Please take a few moments to review the information we currently
have on file and update any incorrect or outdated information.

If vou wish to change a user's email address, please key in the same email
address in the Email Adress and Re-Type Email Address fields. If no change is
rnade to the email address, the email address passwoaord will not change.

First Mame: |p

Last Name: |fi:(

Email Address: |Prod@fix.com

Re-Type Email Address: |
Office Phone: 1234567840 | ext. |

Fax: | |

_r H AN DA W ' =
You will need to change your password from the temporary
password that was assigned to you. The password must be dissimilar
from the temporary password.

The password must be 8 - 15 characters in length and must include at least 3
of the following types of characters: uppercase letters{a-Z), lowercase letters
{a-z), numeral values{0-9) and special characters(=,=,7,%, etc.),

New Password: |
Re-type New Password: |

Type in your new password.
Re-type in your new password.
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e e = S S ©

Choose fron the Following drop dowrrn e .

| "what month wwas wour mother born in? | =~ | |

| wwhot is wour foworite color? ~ I |

EF-AUDIT SYSTEM RULES OF BEHAYIOR
Statement of Acceptance of User Responsibility

Fo- OFfFFicia pproved Use only - The e=-Audit system is funded by the
Sowernment to support various programmatic efforts needed to accomplish
the FSA mission. As such, these resources are to be used only for official
Sowernrment business. Users should rermermber that wwhen they use the e=-
Audit swsterm, thew are acting in their employment capacity on behalf of EC .
Unless approwed imn weritimng by mamnagement, amny activity outside that
emplovrment capacity, or which could brinag harm or embarrassment to ECSESAS
must be awvoide

Privacy Expectations - All ussrs ares cautionsd that, in general computers,
metworlkes, and information systerms are Mot privats,.” Users should hawe no
expectation of privacy when Using cormputing Fesources., E-rmail sent via the

=e=Z-Audit svsterm Mmay bear site-specific idenfifisrs in the address
rhame@ed.gowl. as such, regardless of discla =rs, Uusesrs semploayina EQCFSo
s-rmail ars Fepressnting the site and ECCFSO and roust act accordinals .

Monitoring of Computing Resources — Octiv == on EDASFSa svwsterms and
networks are subjiect to Mionitoring, recording. and pericdic audits to ensure
that the resources are functioning properly and to protect against unauthorized
use. The Systerm Aadministrator May acoess any user’'s computer systerm or
data communications and disclose information obtained throuogh such auditing
to appropriate third parties, =.g9., law enforcement persannel. Use of ECSF=.0
computing resources iMmplies consent by the user to such Monitaring,
recording, and auditing.

wioloations — cal that all users adhere to EDSsF=0 computer policies
amd accepted user principles regarding appropriate U=e=. vicolations of thes=e
principles or paolicie=s may lead to disciplinary action, possibly including
termination of funding andsor employment. Designated administrators or other
authorized personnel will evaluate and determine the degrees of viclation an
sppropriate disciplinary action.

rManager/sAdministrator Responsibilities — Management personnel wsill
l=ead in applving these user principles. Managers are responsible for

ng these accepted user principles in their organization and w be
= Tor ensuring that uscrs are aware of and acknowledas their

responsibilities.

AAccpeted User Principles - LUsers' accocess to computing rescources indicates

a lewel of trust bestowesd upon them by their manaosment and ultirmmatsly b

EC. LUsers are responsible for then— actions and MmuUust be avears of and
acknowledas their responsib

AE a noEninsusne, al

users are responsible forr these principles:

= Ensuring that the e=-audit system is used anly for official Sowvernment
Busines=.

= Knowing who their =
be contacte =

= Ensuring that the e=Z-audit svstem is used in compliance with Title I
prograrm participation aaresements and other applicable regulators
requirerments to ensure prograrmm intearity .

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

= Irmrmediatsly reporting all security incidents and potential threats and
wualnerab == imnwolving cormputing Frescurces to desianated cormputer
security personnel.

= Protecting authenticators, such as passwords.

= FEeporting any compromise or suspected compromise of a password to
designated computer security personnel.

e L s g e e e e e E e e L el e
For wah they are authorized.

- Ensurlng that svsterm media and swsterm outputs are Mmarked according to
their sensitivity and are properly controlled and stared.

HKrnowing reguired storaas sanitizing procedures (=.0., oworers

contain sensitive data prior to reusasl.

= computer security persannel are and how they can

ima disks that

= Aawoiding the introduction of fhalicious code iNto any CcomMmPpUting FeEsoUurcs.

= Prewenting phwvsical darmags to the swsterm.

= Motifying management before relocating compPuting resources.

= Ensuring that the worlk area is secured at all tirmmes and not duplicated.

= Following procedures for signing out sensitive application docurmentation
wvehen remowving these docurments from the library and sensuring that
sensitive information is not removed from the work area.

= Mot remowving equiprment or storage media from the work area without pricor
weritten authorization from the designated swsterms administrators, seocurity
officer or other authorized personnel.

Responsibilities of ED fnfornaf Users:

= Complete and subMmit your security paperwwork .

- Sttend Security Svearsness Training within 30 daws of taking a mnew positicon .

= rMark, control, and stare all media propercis.

= Stay alert to vyour physical enviranment; report any abrnormal packaass,

ermail, or activity immediatels.
Request swstern access throuah the appropriate adrainistrator.
= Changs passwords in acoordancs with instructions, mmorse frequent is bethsr,

Mewer share or write dowven passwords fthis includes notes underneath your
keyboard or on your roon L

= rever leave logged-in Systerns or noteboolk Pos unattended ~ unsecured
flog off before leawing your worlkstation and secure Nnoteboole Fos).

= aAttend system-specific training to learn special security features.

Mewer load your own softreare, to include unauthorized Internet dowvnloads.
Sislk a swysterm administrator to obtain and load news software For woo.

= Mewer copy soffvwars against the vendor's license.

= Mewer use an individual Mmodern on 8 CcomMmpPputer connected to the network .

= FProtsct rermots acoess (dial-in? pheons numbsrs and information.

= Know what represents a security oF privacy breach.

= Know the proper security official to whom vou should reporet security
incidents.

= FReport all security breaches=s to the proper person .

= Learmn wwhat sensitive information you hawve access to, and proper
information-handling procedures.

= Do not send sensitive information wia email or voice Mmail because neither
sSerwvice = private .

= Do not send sensitive information wia general-use fax cquiprment.

- HKrnowves thhat systerms personnsl may monitor ussr activity amn FSa8 systaemis.

= Do not use F=a IT resources for anything but official business.

= Clear vour work area of sensitive information swhen vyou are Not thers.

= Dispose of sensitive information properiy.

Feview Disaster Recowvery, Contingency andsor Continuity of Support Plans
that impackt vou and vour assianed information systerms and understand
wour role in the execution of those plans.

By selecting the Save Button bhelow, T change Ny password and
accept the Rules of Behavior Presented Abowve.

@“" ——evea w=ceseads( 4
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3. Click the SAVE button to ensure all changes are successfully captured by the system.
4. Click the RESET button to cancel entries and begin again.

Forgot Password

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

o

FSA

F EDEZRATL
STUDENT AID

Welcome to eZ-Audit

Welcome to the eZ-audit s
website, If you are registered to -t » > SR |
use this site, please enter your - = :

username and password to login,

password = |

Forgot Dassword?{—@

|
If you are not a registered user i
please refer to the registration
instructions . If you have
forgotten your password, please ‘
click the forgot password link, If |
you have forgotten your
username please contact your
Institution administrator or the
e?-A~udit Help Desk for support at
(07 71263-0700.

eZ-Audit Update: Common
Submission Errors

Frequently Asked Questions

Steps to Creating an eZ-Audit
Submission

Creating a PDF

Ernail ez-audit Help Desk at
fsaeraudit@ed.gow

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:

J‘S
FEDERAL
STUDENT AID

B TUCT R TNT CRMATION

@‘—b [0 check here if you are an institution user :

Username:

OPEID:
@ —umr) s e—(5)
U, 5, Department 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

PoNE

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

Challenge Questions
After eZ-Audit validates your username, the questions you initially chose will appear:
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PASSWORD RESET . ..

b RTNFE ORMA L
Flease answer the following questions to successfully reset your
password,

What month was your mother |
born in?:

What is your favorite color?: |
@’ SUBMIT) (2

U. 5. Departrnent of Education
1. Please type your answer to the first question.

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

NOTE The answers are case sensitive.
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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:

5T UI')I_NT AlD

Home Page
»» Public School OPEID:11223300

B TCREATE ANNUAL SUERIcS ol

= Create FYE 10/31/2002 Annual

Submission
O T H EH U BN O — _ﬁcw.—..\
= Change Fiscal Year End Date
=vour Fiscal year End 10/21/2002 annual
Submission is due on /2220032,

= Create Exemption/\waiver
Fegquest Submission

= Create Initial Application
Submission

= Create Reinstatement
Submission

= Create Stub Audit Submission

= Submit additional Information

wMIEW HISTORICAL SUBMISSIONS )

ADMINISTRATION

= Update My User Profile
= “Wiew Institution Profile

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.

d_cﬂ;.—;

FEDERA
STUDENT

eZ-Audit Logout

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

Click here to log back inﬂ——@

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

Your eZ-Audit session will automatically expire after 30 minutes of inactivity. If you

NOTE -Audi
have not saved your work when the session expires, data will be lost
16
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My Profile
To update your profile (i.e. username, email address, phone number, password, challenge questions 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:

Home Page
OPEID:11223300

—(E LEA ANNL 2 U BN LN S S » Public School
® Create FYE 10/31/2002 &nnual
Submission
B TOTHER SUBN OH | (@it TN,/ .o

® Change Fiscal Year End Date
= your Fiscal Year End 10/321/2002 Annual
Submission is due on 7f22/2003.

= Create Exemption/aiver
Fequest Submission

= Create Initial Application
Submission

= Create Reinstatement
Submission

® Create Stub Audit Submission
= Sybmit Additional Information

WMIEW HISTORICAL SUBMISSIONS )

ADMINISTRATION

* Update My User Profile
= iew Institution Profile

OTHER LINKS

= Dept. of Education
= Schools Portal

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

This page is used to update your user profile information such as name, email

NOTE address, phone, password, challenge questions etc.

17
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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:

T ERA T 2 & AUD E AMAGE USERS EL oGou
STUDENT AID

[ = 2 ORMWAT IO
Please take a few moments to review the information we currently
hawve on file and update any incorrect or outdated information.

If vou wish to change a user's email address, please key in the same email
address in the Email adress and Re-Type Email address fields, If no change is
rmade to the email address, the email address password will not change.

First Name: IPu

Last Names: IEllil:

Email Address: |pub|ic@FSA.ed

Re-Type Email Address: l

Office Phone: [202-123-4567 Ext. |
Fax: I
TN OASCWIIR

If you wish to change your password, please key in vyour old and new
password in the spaces provided below. If no information is entered,

your password will not change.

The password must be & - 15 characters in length and must include at least 3
of the following types of characters: uppercase letters{A-2), lowercase letters
{a-z), numeral values(0-2) and special characters(<,=,7,§, etc.), The
password must be dissimilar from vour previous & passwords,

old Password: | |

Mew Password: | |

Re-type Mew Password: | |

B TCHATTENGE QUES TTONS

Choose from the following drop down menu.

|What manth was yaur mother born in? Vl

|What i5 your fawaorite colar? V| | |

~SAVE . RESET
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Take a moment to review the information on this screen for accuracy. If changes need to

NOTE 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 TCH AT ENGE OUESTION S

Choose from the following drop down menu.

|Whatm|:|nth was wour mother born in? VI
8 |

|What is your favarite colar?

A R i

. £, Department of Education

1. Select a question from the first drop down list.

2. Select a question from the second drop down list.

3. Enter your answer to the first question you have selected.

4. Enter your answer to the second question you have selected.

5. Click the SAVE button to ensure all changes are successfully captured by the system.
6

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.
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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:

_[’@-.n D, 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 passward must be & - 15 characters in length and most include at least 3

of the following types of characters: uppercase |letters{a-Z), lowercase letters
{a-z), numeral values{0-9) and special characters{<,=,7,%, etc@

password must be dissimilar from your previous & passwords,

oOld Passwaord: I ;Q)
Mew Password: I
| ¥

Re-type Mew Password:

7. Type your old or temporary password.
8. Type your new password.

9. Retype your new password.
10. Click the SAVE button to ensure all changes are successfully captured by the system.

11. Click the RESET button to cancel current entries and begin again.
NOTE The password must be 8-15 characters in length and must include uppercase, lowercase
letters and numeric values. Clicking the SAVE button ensures all information has been
saved by the system. Please note that the system will automatically prompt you to
change vour password every 90 days. Follow the same process described above to
make this change. If you require additional help, contact the Help desk at 1-877-263-

0780.
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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.

“} e2-Audit Web Site - Microsoft Internet Explorer

J File Edit View Favorites Tools  Help

@_Jﬁ- Back ~ =p - @ i | @Search Gl Favorites & #Histary ||%- =8 E 5 & E
J Address I@ http:ffdew. ezaudit. ed.gov: 8531 [EZ 1 Webapp/login. do

:S-‘
FEDERAL
STUDENT AID

ME L MANAGE USERS | <74 HELP E LOGOUT,

Home Page

4 HE / A NN UBM U NS » Public School OPEID:11223300

® Create FYE 10/31,/2002 &nnual

Submission
UTHERSUEN UN e | s NalelL
® Change Fiscal Year End Date
®Your Fiscal Year End 10/31/2002 &nnual

" Create Exemption/Waiver Submission is due on 7f28/2003,

Request Submission
® Create Initial Application
Subrnission

" Create Reinstatement
Submission

" Create Stub Audit Submission
* Subrmit Additional Information

EW HI CAL SUBMISSIONS )

1. To go back to a previous screen or action, simply click on the back or forward button
2. To move across forms or sections in the system, click the underlined text of interest.
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Data Edits
Edit checks will be automatically performed on each page when you click on any of the transaction buttons such

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

ﬁ; UDIT HOME | £4 HEL [ LOGOUT

FEDERAL /
STUDENT AID

vFinancial Staterments Info Page +Income Staterment

Error{s):
s Field: Operating Income is required and cannot be left blank.
e Field: Tuition and Fees is required and cannot be left blank.
e Field: Other is required and cannot be left blank.
s Field: Non-Operating Income is required and cannot be left blank.
s Field: Gains on Sale of Investments, net of losses iz required and cannot be left blank.
e Field: Interest Income is required and cannot be left blank.
e Field: Other is required and cannot be left blank.
s Field: Cost of Goods Sold is required and cannot be left blank.
o Field: Salaries Expense ig required and cannot be left blank.

Public Annual Submission suem7T
El Financial Statements » Public School B N .
Program £ audit Info SHEEIR-31e23310
E Completeness Checklist EI‘I’OI’(S): " % . s
B Ubioas Ao s hmants = You have not corrected errors on the Financial Statement, Program and Audit Info, Checklist,
B Submit Upload Attachments page(s). Please go back and correct all errors prior to submitting to the

Department of Education.

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

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

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

“:”colon and “,” comma signs input into the system will result in an error message. Also,

NOTE The eZ-Audit system does not allow punctuation marks in the fields. For example, “$” dollar,
please note that all fields must be completed. Enter “0” for any null response.
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eZ-Audit Security

System Security and Use: All eZ-Audit users are required to carefully read and sign the eZ-Audit Rules
of Behavior document that can be accessed via the web at http://ifap.ed.gov. Each user of the eZ-Audit
system must download a copy of the Rules of Behavior document, sign it and retain the copy in the
institution’s files. This document (Rules of Behavior), clearly defines acceptable behavior and the
consequences for flouting such behavior as contained in P.L. 99-474.

To ensure that you as a user are protected from unauthorized users having access to your system, the
following points should be considered and adhered to diligently:

Do not leave computers unattended when processing sensitive data.

Place sensitive information out of sight when visitors are present.

Verify that you are completely logged off from an active session.

Invoke screensaver password when leaving a workstation.

Only authorized employees within your institution should have access to the eZ-Audit system.
Do not write your password down on paper.

Passwords should be no less than eight characters and should contain both alpha and numeric
characters.

Avoid creating passwords that can be easily guessed (e.g., names of children, pets, etc.).

o0 Do not disclose your password to others (e.g., to a coworker in order to share files).

OO0OO0OO0OO0OO0O

Privacy: 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, or capturing and disclosure.”
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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:

FEDERAL
STUDENT AID

| Home Page
el T R | g
B TCRER A RN LA BN O NSHl >» Public School OPEID:llzzaaulﬁ—@

= Create FYE 10/31/2002 Annual
Submission

s TEMTESTOR P T OTITTC AT T —
- - = vour Fiscal Year End 11,/30/2002 Annual
Shanije Fiscal Ve o End Diste Submission is due on 2/21/2003.
= Create Exemption/vWaiver =your Change in FY End Submission submitted on
Reguest Submission 0z,/09/20032 04:02:02 has been approved.

= Create Initial &pplication
Submission

= Create Reinstatement
Submission

= Create Stub Audit Submission
= Submit Additional Information

WVIEW HISTORICAL SUBMISSIONS

ADMINISTRATION

= Update My User Profile
= ewy Institution Profile

OTHER LINKS

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:
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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:

EFSA

FEDER R AL
STUDENT AID

Manage Users
»» Public School OPEID:11223300

i 2 Z==EE [ TEEETE =
publicol WDELETE USER

Userl, Institution
DD_USERL) : : '\G.>

t of Education

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

=

_ (EFin pr——

Fields denoted by an asterisk (%) are reguired.

First MHane: ||=>ublic

Last MNanme: * Iblil:

OPFPEID: 11zZ=Z3300

Email address: s Ipu@blic.edu

Re-Type Envail address: = |Pu@blic.edu

Ext. [123

Office Phone: * [123456759
Fax: [1234567589

__[EFsiiye "
~ Data Entry

—- Submitter
“Submitter” must be selected as
arole or the “Submit” button will

not be available.

]

s WSER —rL ES E

Complete all required fields providing the name and contact information for the “New User”.

Do not forget to specify the New User's role (see “Manage Users” for role definition).
Remember to click on the “ADD USER” button to save all entries. NOTE: If you are adding “submitter”

roles to take effect.
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NOTE

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

information is correct.

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

temporary password.

Institution Home Page/Status

FS A Y% /~UDIT
FEDEFBRRAL @aUE T _HOME | MANAGE USERS ARkl ELE I LOGOUT o
STUDENT AID

reZaudit Home rInstitution Profile
Institution Profile

»» Public School OPEID:112Z3300

3 i DN TNED
The inforrmation 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 (eApp) Website to update.

Fublic School
Fublic
1111 Public School Lan=

Institution Name:
Type of Institution:
Address:

Address:

City:

State:

Postal Code:
Phone Number:

Fax Rumber:

OPE ID {(Parent):
OPE ID {(Subsidiary):
TIM:

DUNS Number:
Fiscal Year End:

President:

President Email:

Financial Aid Admin:

FAA Email:

Contact Person:

Contact Email:

Primary Accreditation Org.:

Other Accreditation Org.:

Fublic

[l

Aefefeoted],
1112223333
44455555665

65-45672

10/31/2002

Mr Public
public@publicschool.com

Mrs Public
publicimpublicschool.com

PUBLIC

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

1-877-263-0780.

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

FSA

FEDERAL
STUDENT AID
View Historical Submissions

» Public School OPEID:11223300

S XUDIT
@ UDIT HOME | -4 HELP ot MAMAGE USERS | [ LOGOUT

Submission Type Submission Date

Fiscal Year End
03/09/2003

>3 MR

Change in Fiscal Year End

U, S, Department of Education
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Notifications
At anytime you will be able to view your institution’s review status by viewing the natification 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:

:ST
FEDERAL /
STUDENT AID
Page

| Home
K R E A ANNL A UB N U N » Public School DPEID:1 1223305'—@
® Create FYE 10/31,/2002 Annual
Submission ’Q)

§9) \UDIT

EEHELP | P LOGOUT

S MANAGE USERS

W - = l._ N
f L B ON iz _rE‘ Te . _-
* Change Fiscal Year End Date
=your Fiscal Year End 10/31/2002 Annual

* Create Exemption/'Waiver Submission is due on 72872003,

Request Subrmission

* Create Initial Application

Submission

" Create Reinstatement
Submission

® Create Stub Audit Subrmission
= Submit Additional Information

WIEW HISTORICAL SUBMISS|ONS . )

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.

September 2007 28



START HERE
1 GO FURTHER
FEDERAL STUDENT AID
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Annual Submissions

Financial Statement

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:

FSA

FEE
STUDENT AID

Financial Statements

H Compliance Audit

B completeness Checklist
all fields are required.

Upload Attachments <=5
1. Indicate the Period Audited {mm/dd/yyyy):

H Submit
Begin Date:

End Date: EE"IZDDE 1
: R : )

Reason if Less than 1 Year:

2. Review Auditor Information: @
1 Z222zazzaz

e —
» Puhllc School
= DPEID:11223300+.

Records Indicate your Current Auditor Is

Is this information correct?:
Enter Auditors TIN: |

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?

T @

Tl Th

29

September 2007



START HERI
GO FURTHER
FEDERAL STUDENT AID

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

Public Annual Submission— Financial Statements page continues:

oakwnpE

~

11.
12.

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 A-133 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.

NOTE Do not leave any field blank.
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Compliance Audit
If you successfully entered or saved the information inputted on the Financial Statements page by clicking on the

SAVE and PROCEED button, the screen below should appear. This page can also be reached by repeating the
LOGIN step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand side of the page,
you will see a section “Create Annual Submissions”. Click on the underlined text “Create_FYE----Annual
Submission”, and then click on the underlined text “Compliance Audit Information”. The screen below should

appear:
:«ﬂ‘.:.,-
ESA y %Aunlr HOME_ || -5 HELP|[“ MANAGE USERS | [F1 LOGOUT
STUDENT AID
Public Annual Sbmission compLiance auDIT INFORMATIO
El Financial Staterments X} Public School
= OPEID:11223300

B Compliance &udit

E Completeness Checkli STO%
Lpload sttachments
H subrmit

all fields are required.

1. Indicate the Period Audited (rmm,/dd/yvyyy):

Begin Date: |7/01/2004 l
End Date: |0B/30/2005

Reason if Less than 1 Year: | . @

2. Review Auditor Information:

Records Indicate your Current Auditor Is: 00012345§_®

YES N

o
Is this information correct?: (O i 4—-@
O
e ———— |

Enter Auditors TIM: |

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

oukrwnNpE

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.

~
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Compliance Audit Information Continues:

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

) YES ) NO

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

O YES C}ND“@

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

|=Selectan Opinion Type — ¥

@

@“’ WCANCEL o) wSAYE. ) WSAYE nNDPRDCEED)<—-®

10.

11.

12.
13.

Indicate whether the Student Financial Aid Cluster was audited as a major program in the A-133 audit.
Refer to Section | — Summary of Auditor’s Results in the Schedule of Findings and Questioned Costs of
the annual A-133 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 A-133 audit submission contains any findings related to the FSA Title IV programs (If the A-133
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 A-133 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 A-133 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.
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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----
Annual Submission”, and then click on the underlined text “Completeness Checklist”. The screen below should

appear:
i
FEDERAL
STUDENT AID
- Public Annual Submission cHEckLIST
B Financial Statements » Public School
’ =0OPEID:11223300

H Compliance Audit
B Completeness Checkl@§
Upload Attachments

H submit

Al fields are required.

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

applicable:
N\
- Independent Auditors Report {This report must include auditor’'s
signature}
- Statement of Financial Position :

- Statement of Activities
- Cash Flows Statement

- Motes to Financial 5tatements

- Independent Auditors Report on Compliance and on Internal Control
over Financial Reporting Based on an Audit of Financial Statments J

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 A-133 audit report submission
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Completeness Checklist Continues:

- Independent Auditors Report on Compliance and on Internal Cuﬁlsx'ul
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 Informationf Additional Notes

Please let us know who to contact with guestions regarding this subrmission,

Financial Statement Contact

Warne: |

Email: | j

Phone: |

Compliance Audit Contact Same Contact Information as above: [
Marme: J

Ernail: J @

Phone: J

Enter any additional notes

l o @

@__, CANCEL ) SAVE. ) SAVE anDPROCEED,)

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.

Sighatures (scanned) are required on Independent Auditors Report on Financial
NOTE Statements, Report on 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
aword processing application are not acceptable.
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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----Annual
Submission”, and then click on the underlined text “Upload Attachments”. The screen below should appear:

Public Annual Submission FiLE upLOAD

e U
» Public School <_®

il Financial Statements
= OPEID:03051100

F Compliance Audit

El Completeness Checklist
f] Upload Attachments

H Submit

As part of your Annual Submission, 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. Faor each file 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 wary depending on connection speed, but upload times greater
than 1 minute is cormmon - please wait for page to refresh before continuing. all reguired

fields are indicated with an asterisk. Selecting 'all' satisfies all required fields.
Browse... | @

File:
% Audited Financial Statements: [

Compliance Audit: [ @
Corrective Action Plan: [

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

(D
i el

CANCEL ) SAVE. ) | SAVE b PROCEED.)

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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A. Scroll down to locate correct @

Choose file

ook in: I@‘My Computer j & e ER-

é‘S‘fz Floppy {a:)
B. Select correct folder or
directory to locate file.

|= awCss0 ()
%doe_ca on 'decsofs04, age.local' (P
I=2 Group-Share on 'acdoe-de1' (%23
I== PublicFolder on ‘acdos-dcd' (i)

C. Ensure the correct file

name is displayed. D. Click on the Open

button to attach file.

File nane: I - j Open
" Files of type: J & Files 2.4 =l Cancel |
e

Check all appropriate boxes for the documents you attached.

3.

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.

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

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

NOTE | complete A-133 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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Public 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----Annual Submission”, and

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

Public Annual Submission susmiT

» Public School

- 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,
you will only have read access to this data.

REMINDER: OMB stll requires suhmissions of A4-133 reports (public and
non-profit institutions) to the Federal Audit Clearinghouse.

By clicking the “Submit to ED" button belowe, 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
institutiom 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 belowr, 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 detalils.

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

¢§
FEDERAL F,
STUDENT AID

MEMT INFORMATION

Merger/Change in Ownership Submission rinanciaL sTaTEME

P —
il Financial Statements » Non Profit School
B Unload Attachments UL LIk EER T 4——@

El Submit
all fields are reguired.
I¥ 1. Indicate the Date Covered by Balance Sheet {rm,/dd/yyyy )
Date of One Day Balance Sheet: I
Reason: I 4/@

Statement of Financial Position @

b ANCFL ) |t AVE s WE anD EED

® ® ®

1. Confirm the information displayed is correct.
2. Enter date of one day balance sheet.

3. Provide a reason.

4
5

. =, Department of Education

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 last time
you saved your work.
6. 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.

NOTE With a Merger/Change in Ownership, Not-for-profit schools are required only to complete
the Statement of Position.
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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:D3351300 @

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 2)
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: [
o) +(E

o @ ®

W CANCEL ) SAVE__.) WSAVE AnDPROCEED.)

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).

A. Scroll down to locate correct directory.

ook ir: I @. b Computer

|l =3 e B

. |

=53 1% Floppy (1)
I=AGWICSE0 ()

File name:

Filez of type:

I=2 doe_ra on 'docsofs04.agc local
I== Group-Share on 'acdoe-dcl' £
I=2PublicFolder on 'acdoe-dcd' (1)

C. Ensure the correct file
name is displayed.

| =
| Files (7.4 =]

4. Check all appropriate documents attached.
After the document has been selected and the file type identified by checking the box, click the “ADD”

5.
button to ensure that the document has been successfully attached to your compliance audit submission.

© N

September 2007

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.

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 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.

40

P B. Select correct folder or
directory to locate file.

D. Click on the Open
button to attach file.
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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
= Mon Profit School

= 0OPEID:03351300 C

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 4-133 as appropriate. Once submitted,
you will only have read access to this data.

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

By clicking the “Submit to ED" button beloswr, 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.

B D@

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.

wp e

NOTE You will have “read” access only once submitted.
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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 institution’s name:

‘:‘S
FEDERAL

STUDENT AID
Mew Institution Submission ANCIAL STATEMENT INFORM

El Einancial Statements >» Public School
Completeness Checklist BOREIDEEL22 3300, :
all fields are reguired.

B Upload attachments
Subrmit
1. Enter the Institution's Most Recent Fiscal Year End {mm/dd vy
Fiscal Year End 1: <—@
Fiscal Year End 2: ::
For Questions 2 through 5 Enter responses for Fiscal vear End: 4—@

2. Indicate the Period Audited (rmm/dd/yyyy):
—  + @

Begin Date:

& AUDIT HOME, | 2 HELP |5 MANAGE USERS | [ LOGOUT,

End Date:

Reason if Less than 1 Year:

3. Enter Auditor Information:
Enter Auditors TIN:

4. what type of auditor’'s report was issued on the financial statements?

| = Select an Opinion Type —
5. Is a going concern explanatory paragragh included in either the auditor’s 4__‘

opinion letter or in the notes to the financial statements?

&

YES N
o (&}
SCANCEL.) _SAVE..) .SAVEAMDRROCEED,

Create New Institution/Reinstatement Submission — Financial Statement Continues:

1. Please confirm that the information displayed is correct.
42
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CoNoGORA~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 o 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 A-133 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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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
Institution Submission”, and then click on the underlined text “Completeness Checklist”. The screen below should

appear:

Financial Statements
H Completeness Checklist

H Upload Attachments
Submit

New Institution § iSSTON  CHECKLIST
» Public School

= OPEID:11223300

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

p» 2. Contact Information/Additional Motes
Flease let us know who to contact with guestions regarding this submission,

Financial Statement Contact

Mame: 1

Ernail: 1

Phone: 1

Enter any additional notes

L oy

U. 5. Department of Education

All fields are required,
1. Please ensure the following are included in your submission, if ﬁ)
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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.

Sighatures (scanned) are required on Independent Auditors Report, Independent

NOTE 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 OMB

Circular A-133. Font altered signatures are not acceptable.

September 2007 45



START HERE
GO FURTHER
Y FEDERAL STUDENT AID

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

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:

t\qsiu'al Application Submission upPLOAD ATTACHMENTS
» " Public School
« OPEID:03051100 <_®

A= part of vour Initial Application Submission, you most include an electronic capy 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 checkboxes to indicate what is contained in the file, Please note, 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: [

O
Lo @

W 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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A. Scroll down to locate correct @

L jad |

Choose file

ok i I 1) My Computer ﬂ “ &5 Ef-
@3‘;& Floppy (A

=3 GWCSED (C:)

%doe_ca on 'docsofs04,age.local (Pi
I== Group-Share on ‘acdoe-dcl’ (%)
I==PublicFolder on 'acdoe-dod' ()

B. Select correct folder or
directory to locate file.

D. Click on the Open
button to attach file.

C. Ensure the correct file
name is displayed.

File: narne: I
|4 Files: <) =] Cancel /|
i

Files of twpe:

3. Check all appropriate documents attached.
After the document has been selected and the file type identified by checking the box, click the “ADD”

4,
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 the screen.
Click the SAVE and PROCEED button to take you to the New Institution Submission-submit page.

NOTE As part of your initial/rei_nstat_ement submission, you must includ_e an electron_ic 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.

September 2007 47



START HERE
GO FURTHER
Y FEDERAL STUDENT AID

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

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 suemi

»» Public School

= 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 suhmissions 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 below, I certify that I am not in

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

arrangement to repay it.

Bibd (] 4__®

Please confirm that the information displayed in correct.

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

Click on the “SUBMIT TO ED” button to complete your New Institution Submission process. If you do not
have the “SUBMIT TO ED” button please verify that “submitter” is selected as a user role. See Manage

Users for details.

whn e

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

Compliance Audit
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 “Stub_Audit Submission”, and the screen below should appear with

your institution’s name:

FSA

FEDERAL
STUDENT AID
EEEEEESEEm—, Stub Audit Submission compLIANCE AuDIT 1t
Compliance Audit s> Public School
B Ccompleteness Checklist #OREID:T1223300
B Upload attachments
f submit all fields are required,

1. Indicate the Period Audited (rrm/ddfyyyy )

FOF TICM
Begin Date:
End Date: 4_—®

Reason for Stub Audit:

2. Review Auditor Information:
Records Indicate your Current Auditor Is: 000123456
YES NO

Is this information correct?: () O

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

oukrwhpE

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.

~
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Stub Audit Submission Continues:

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

) YES ) ND

:

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

) YES ) ND 4—@

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

| — Select an Opinion Type s :J

@ @ @

CAMCEL ) SAVE ) SAVE anp PROCEED, )

8. Indicate whether the Student Financial Aid Cluster was audited as a major program in the A-133 audit.
Refer to Section | — Summary of Auditor’'s Results in the Schedule of Findings and Questioned Costs of

the annual A-133 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 A-133 audit submission contains any findings related to the FSA Title IV programs (If the A-133
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 A-133 submission; Section Il — financial
Statement Findings and Section Il — Schedule of Federal Award Findings and Questioned Costs.

10. Refer to Section | - Summary of Auditor’s Results in the Schedule of Findings and Questioned Costs of
the annual A-133 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 L button to make changes/delete all entries since the last time

you saved your work.
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.
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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:

J“S&T
FEDERAL
STUDENT AID
Stub Audit Submission cHEckLIST

e cesssssssasesa. b A
B Compliance &) >» Public School
A Comnlatanse » OPEID:11223300
LOmpleteness s
Upload Attachments
all fields are required.

Submit
1. Please ensure the following are included in your submission, if )

(UDIT
4 AUDIT HOME | 13 HELP_ || MANAGE USERS [ |, LOGOUT,.,

applicable:
- Schedule of Expenditures of Federal Awards
- Corrective Action Plan

Schedule of Findings & Questioned Costs > @

- Summary schedule of prior vear audit findings
- Independent Auditors Report on Compliance with Requirements
applicable to 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 Informationf Additional Notes

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

MName: | |

Ernail: i |

Phone: ( i

e ©

wLANCEL ) W SAVE ) SAVE AHDPROCEED.)

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 your work.

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.

Sighatures (scanned) are required on Independent Auditors Report, Independent
NOTE 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 OMB
Circular A-133. Signatures created using a word processing application are not
acceptable.
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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:

Stub Audit Submission UPLOAD ATTACHMENTS

3 Public School @

* OPEID:03051100

A= part of vour Stub Audit Subrmission, vou most include an electronic copy of your cormplete
audited financial staterments, compliance audit and corrective action plan (if applicable).
Please use the fields below to upload the files that vou wish to submit to the Department of
Education. For each file 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 times greater than 1 minute is common - please wait for page
to refresh before continuing. All reguired fields are indicated with an asterisl:. Selecting 'all’

zatisfies 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: [
oo +—(4)

This should read the name of your institution and OPEID number. Confirm that this is correct.
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.
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A. Scroll down to locate correct @
I1X]

ook ir: I @. b Computer

|l =3 e B

@3‘;& Floppy (A

|=pEWCSs0 ()

%doe_ca on 'docsofs04,agc.local' |
I== Group-Share on 'acdoe-dcl' £
I=2PublicFolder on 'acdoe-dcd' (1)

B. Select correct folder or
P directory to locate file.

C. Ensure the correct file
name is displayed.

D. Click on the Open
button to attach file.

File name: I

Files of type: | Files (7.4

W

No o

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

i j Open
|

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.
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.

editable. PDF format and no personal information such as Social Security Numbers

should be contained in attachments. Remember, you can attach additional information

not required during this process. If you do attach additional information, please make a

note in the “Notes” field on the Completeness Checklist page.
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Stub Audit Submission-Submit
If you successfully entered, saved and attached an electronic copy of your submission by clicking on the SAVE

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

menu. The screen below should appear:

Stub Audit Submission susmiT
»» Public School

- OPEID:03051 10%

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
FSsA Audit Guide, or OMB Circular 8-133 as appropriate. Once submitted,
vou wWill only have read access to this data.

REMINODER: 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 j

arrangement to repay it.

BM 04_®

Confirm the information displayed is correct.

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

Click on the “SUBMIT TO ED” button to complete your Stub Audit Submission process. If you do not
have the “SUBMIT TO ED” button please verify that “submitter” is selected as a user role. See Manage

Users for details.

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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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:

. AUDIT HOME | &5 HELP. L MANAGE USERS. ) [<] LOGOUT.
FEDERAL @ -H-——l
STUDENT AID

Change in Fiscal Year End Submission

» Public School
=« OPEID:11223300

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

Enter new fiscal year end: |§I§I\_f10nth ~ | 4_—@

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

..au.am.@a.;<—@

U. . Departrnent of Education

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.

PwnNPE

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

NOTE
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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:

¥4 \UDIT
@gUETH_GgE - HELP ‘E"i'a‘.EANAGE USERS | F9,LOGOUT

Create Waiver Exemption Request

» Puhllc School
= OPEID:11223300 4——@

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

information.
File*: | |[ Browse. | 4—@

@ dD)
Waiver/Exemption Requested'_ _
for FYE*: |~ olecthy FY:\

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 thatI
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

[ —

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:

A. Scroll down to locate correct @
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é‘S‘fz Floppy {a:)

|= awCss0 ()

%doe_ca on 'decsofs04, age.local' (P
I=2 Group-Share on ‘acdoe-del’ (K23
I== PublicFolder on ‘acdos-dcd' (i)

C. Ensure the correct file
name is displayed.

File narne: I j
[

Files of type: [ Al Files 7]

B. Select correct folder or
directory to locate file.

D. Click on the Open
button to attach file.

Open

Cancel |

“

3. After the document has been attached and the file type identified by checking the box, click the “ADD”
button to ensure that the document has been successfully attached to your compliance audit submission.
The screen will then change to the screen below:
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Create Waiver Exemption Request
» Public School
= DPEID: 11223300 4—@

Please use the fields below to upload your Waiver/Exernption Request into the system. Please
note, all files must be in .pdf format, Qnece all fileds) have been uploaded, select "Submit".
Selecting "Cancel" will return you to your horme page without saving or subrmitting vour

informmation.
File*: | [ Browse.. }4—@
C Al
Waiver/Exemption Requested _ T 4——@
for FYE™: Select FYE v|

P —

sample.pdf Fequest docurnent  «DELETES

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 thatI
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

)— ey wumnioen,)+—(6)

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

5: Click the CANCEL button to erase all entries.
6. Click the “SUBMIT TO ED” button to submit your 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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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:

= —
FS A LN

ERERDRERRWASE &0 AUDIT HOME || 2 HELP | [ LOGOUT

STUDENT AID
Additional Information Submission

»» Public School
= OPEID:03051100

To subrmit additional information, you must select a submission from the drop-down box
below to assaociate it with, Please use the additional fields to upload the files that you wish to

subrit to the Department of ED. Please note, all files must Ee in .pdf format,
SubmisSicnite As\fﬂ:':f_:el—Seleda Submission —;I 4——@ @
Browse... I@Q—-}“—@

File*: I

Confirm the information displayed is correct.
Select submission to associate the additional information with. If the review is completed you cannot

submit additional information.
Click on the Browse button to search for document to be attached. The screen below should appear

3.
Choose file 21wl
S>A. Scroll down to locate correct@

ook ir: I@‘ by Computer
@3‘:‘; Floppy (A:) P —
[(SGWCSS0 (1) B. Select correct folder or
%doe_ca aon 'deesofs04 . age.local (P directory to locate file.
I== Group-Share on 'acdoe-dol’ (320

I=2PublicFolder on ‘acdoe-ded’ {v:)

D. Click on the Open
button to attach file.

File name: I j Open |
- Cancel |
=l v/

Files of type: i Files %9

C. Ensure the correct file
name is displaved.

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

NOTE To submit additional information the submission must still be under FSA review.
60
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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.

FHE
STU

Home Page

B TCRERTE ANNUAL SUBMISSI0 N S It e usgyspapspeps <_®

= Create FYE 10/31/2002 Annual

Subrmission
B TOTHER SUCMISSION ; o O I AT IO G

. . = gZ-Audit does not have a Letter of Public

Change Fiscal Year End Date Status on file for your institution. Please select<‘—@
* Create Waiver Exemption the link to Upload a letter located in the

Request Submission Administration portion of this page.

— - =Your Fiscal Year End 10/31/2002 Annual

® Create Initial Application Submission is overdua,

Subrmission ® Your Fiscal Year End 10/31/2003 &nnual

* Create Reinstaterment Subrission is due on 7f31/2004,

Subrmission

= Create Stub Audit Submission
= Submit Additional Information

VIEW HISTORICAL SUBMISSIONS

ADMINISTRATION

* Update My User Profile

" Miew Institution Profile
" Upload Letter of Public Status 4——@

Please confirm that the information displayed is correct.

1.

2. If the Department does not have a Letter of Public Status on file for your institution you will receive this
notification on your Home Page.

3. Please click the Upload Letter of Public Status link. The screen on the next page should appear.

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:
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Letter of Public Status Upload

» PUBLIC SCHOOL <—®
« OPEID: 03051100

Please use the field below to upload your Letter of Public Status into the system. Please note,
the file must be in .pdf format, Once all file has been selected, select "Submit to ED".
Zelecting "Cancel" will return yvou to your home page without saving or subrmitting your

information.

=T

File*: Browse. . | ) <:>

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.

O

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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A Seroll down to lecate com@

= = mae E-

=5 3% Floppy (A2
ECSEN(C:) B. Select comact folder ar
= doe_ca on ‘docsof 04 agc bacal’ (P2 directony to locate file.
GroLp=5hare on 'acdos-dol’ (3:)

PublicFokdar on "acdos-dod’ (¥:)

0. Click anthe Open

C. Enzure the comect file
button to attach file.

name is displayed.

Fil manme: I ﬂ Clpsan
2 Files of type: [raies =l Cancel 1.

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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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 15 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.
ﬂ\égrify the name on your institution and OPEID.

FEDERAL
STUDENT AID

| Home Page
B TCRERTE ANNURTSUBH ON | s Public Schaol OPEID:11223300 ‘-@

B O TR R ST ERTE STOR -
® Change Fiscal Year End Date (e A N ) e ————

. : : =your FYE 08/31/2002 Annual Submission
Create W Exempt . :
e e submitted on 05/23/2004 00: 4434 is

Request Subrmission :
p— incomplete.
" Create New Institution @_—> Click here to view the Incomplete Letter

Submission The Incomplete Letter must be viewed before

= Create Reinstaterment Resubmission
Submission
= Cregte Stub Audit Submission

= Submit Additional Information

WNVIEW 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 separate window.
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UNITED STATES DEPARTHENT OF EDUCATION
Federal Student Aid - Schools CThannel
Case Managerment and Swersiaht
Data Mansgsrsnt and Analysis
==-audit

OS5 232004 02:47:06
OFE ID: 11=z=3300

Or Propristary
Public Schoal

1234 Proprietary Lane
Proprietary, Do, 12345

Dear Dr Proprietary:
Wre hawve received your Annual subrmission submitted on OSAE3/2004 09 :da: 3 for the fiscal
ar ended 08/31-2002. we have detsrminsd that your submission is incomplsts for the

Folicwing ressoncs
Compliance aodit
- - Compliance Audit is not viewable.

Please make the necessary revisions to vour annual submission and resubmit within 1
If vou hawve any Questions, please contact

calendar daws wia s=Z-Audit ot weww .ezaudit.ed.gow
the ez-audit Help Desk at 7 F-Ze=-0-=0.

The Institution should note that until an acceptable submission is received it is not in
compliance with Section 665.23 of the Student Assistance Seneral Prowision reagulations.

Failure to comply with Section €62 .22 could result in penalties mnoted in Subpart S - Fine
of the regulations.  vour immediate

Termination Proceedings

Liroitation, Suspension, an
attention to this rmatter is areatly appreciated .

3. Return to your home page.

FSA

ERAL £
SIUDI:N'I AlD

S HELP |G- MANAGE USERS || [ LOGOUT

& AUDIT HOME |

Home Page
» Puhlu: School OPEID 11223300

* Resubmit FYE 08/31/2002

Annual Subrnission

BC IO THER SUEMISSION S @uite ITTON

=aour Fiscal Year End 02/21,/2002 &nnual

= Change Fiscal vear End Date Submission is overdua,
= Create Waiver Exemption =Your FYE 08/31,/2002 Annual Submission
submitted on 05/23/2004 09:44: 34 is

Request Submission :
R incomplete,
= Create Mew Institution Click here to view the Incomplete Letter

Submission The Incomplete Letter must be viewed before

= Create Reinstatement Resubmission
Submission
= Create Stub Audit Submission

= Submit Additional Information

W | CAL SUBMISSIONS

4 Click the Resubmit link from left navigation area.
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

ARCH

@&UDII HOME

Hm Paﬂc

| iLE A ANNL A UEM UNSTE » Prnprletary School
® Create FYE 10/31/2004 Annual 4——@

Subrmission
UTHER SUB T O | ¥ 2 y
0 0
. : =your Fiscal Year End 10/31/2004 annual
Creste Merger/Changs in Submission is overdue.
Owniership Submission Click here to view the Delinguent Letter
* Change Fiscal Year End Date The Delinquent Letter will be viewable until
; ; the submission is complete
® Creste Walver Exernplion =our Fiscal Year End 10/31/2004 Annual
Reguest Subrmission Submission is overdue,
& T Click here to view the Delinguent Letter
g;‘;ﬁ;:{g# Ll The Delinquent Letter will be viewable until
PR the submission is complete )

OPEID:??BEQQDD

1. Click link to view Delinquent Letter. Delinquent letter will provide information regarding which annual
submission is over due. Letter will open in separate window.
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UMITED STATES DEPARTMENT OF EDUCATION
Federal Student Aid - School Channel
Schoal Eligibility “hannel
eZ-audit

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

Dr Proprietary
Proprietary Schoal
1254 Proprietary Lane
Proprietary, O, 12345

Dear President:

Pursuant to 34 CFR 6658.23 of the Student Assistance General Provisions regulations, an
institution participating in any Title I'v, HEA program must submit annually to the Secretary,
its compliance audit and audited financial staterments no later than sixz months after the last
day of the institution’s fiscal year.

Your institution’s materially complete and acceptable audit andfor financial
statements for the fiscal vear ended 103172004 have not been received by the
submission deadline date of 1031 2004.

If you have submitted compliance audit and financial staterments which were deemed
unacceptable and returned to the institution, the submission deadline continues to apply until
acceptable audit reports are resubmitted to the Departmment. Please resubmit the
audit/financial statements for the fiscal year ended 10/3172004 within 10 days of the receipt
of this letter via eZ-Aaudit at www . ezaudit.ed.govw.

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

Thank yvou in adwvance 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.
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A Reminder email will be sent 60 and/or 30 days prior the submission due date. The Reminder Email will be
sent to the Institution’s President, CFO, Financial Aid Administrator and eZ-Audit Institution Administrator to

remind them that the Compliance Audit and/or Financial Statement due date is approaching.
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Appendix

Rules of Behavior

eZ-Audit System Rules of Behavior

Statement of Acceptance of User Responsibility

For Official, Approved Use Only — the eZ-Audit system is funded by the Government to support various
programmatic efforts needed to accomplish the Department of Education/FSA mission. As such, these
resources are to be used only for official Government business.

Violations — It is critical that all users adhere to accepted user principles regarding appropriate use (see
principles below).

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

At a minimum all users are responsible for these principles:

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

Ensuring that the eZ-Audit system is used in compliance with Title IV program participation
agreements and other applicable regulatory requirements to ensure program integrity.
Protecting the information users are processing from access by, or disclosure to, unauthorized
personnel.

Immediately reporting all security incidents and potential threats and vulnerabilities involving
computing resources to eZ-Audit staff with a description of the event.

Protecting authenticators, such as passwords.

Reporting any compromise or suspected compromise of a password to eZ-Audit staff with a
description of the event.

Accessing only systems, networks, data, control information, and software for which they are
authorized.

| certify that | have read and understand the rules as stated above, and that | agree to comply with the government’s requirements
for the protection of any information covered by the privacy Act.

Signature Date
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