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eZ-Audit Overview

What is eZ-Audit?

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

How does eZ-Audit work?

1.

2.

3.

4.
5.

Your entity submits its compliance audit data and summary financial data, as applicable via a web form
(follow this manual for complete instructions).

Your entity also attaches an electronic copy of audit report in a non- editable pdf format (using Adobe
Acrobat).

The eZ-Audit system automatically forwards flagged financials and/or deficient audits to FSA for
resolution.

FSA communicates with you to reach resolution.

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

How does eZ-Audit Benefit You?

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

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

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

Web forms will contain pre-populated fields.

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

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

Status of your submissions will be accessible to you online at any time.

eZ-Audit Help Desk assistance is available at fsaezaudit@ed.gov or by calling 1-877-263-0780, Monday
— Friday, 9 a.m. -5 p.m. ET.

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

o Registering your entity with eZ-Audit

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

o Maintaining security information regarding entity’s users as required

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

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

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

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

What role should my auditor play in eZ-Audit?
You may choose to ask your auditor to serve in all roles listed above.

June 2021 3


mailto:fsaezaudit@ed.gov

Federal Student / PRouD sponsoR of

5 DEPARTME ATION

Step-by-Step Guide to Using eZ-Audit For Guarantor Agency

It your auditor is not selected as a Data Entry/Submitter User; you may request that your auditor
electronically sends you your financial statements and compliance audits in the non-editable pdf format
using Adobe Acrobat.

Please note that the pdf files containing your financial statements and compliance audits will be
included as attachments to your eZ-Audit submission — all signature pages in the financial statements
and compliance audits, as well as the entity’s corrective action plan, must be scanned.

eZ-Audit Technical Requirements
eZ-Audit is a web-based application. This means you will not need to load a new application on your computer. You
will simply need to ensure that you have an Internet browser — Internet Explorer 11.0 or higher.

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

request that he/she do one of the following:

e Open your firewall to allow all 165.224 .xxx.xxx addresses through, which
would allow your entity access to all ed.gov sites

e Conduct a lookup on ezaudit.ed.gov which will allow your entity access to
eZ-Audit

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

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

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

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

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

FEDEFRAL

STUDENT AID

Welcome to el-Audit

VWARMNING:

You are accessing a U.S. Federal Government computer system intended to be
zaolely accessed by individual usars expressly authorized to access the system by
the U.S. Department of Education. Usage may be monitorad, recorded, and/or
subject to audit. For sacurity purpeses and in order to ensure that the systam
remains available to all expressly authorized users, the U.5. Department of
Education monitors the system to identify unauthorized users. Anyons using this
system expressly consents to such monitoring and recording. Unauthorized use
of this information system is prohibited and subject to criminal and civil
penalties. Excapt as expressly authorized by the U.S. Department of Education,
unauthorized atternpts to access, cbtain, upload, modify, changs, and/or daleta
information on this system are strictly prohibited and are subject to criminal
prosecution under 18 U.S.C § 1030, and other applicable statutes, which may
result in fines and imprisonment. For purposes of this system, unauthorized
access includes, but is not limited to:

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

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

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

| Accept & Continue «— (\I)z

U. S, Drepartment of Education

Rules of Behawvior

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

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

Monitoring of Computing Resources - Activities on ED/FSA systems and networks are subject to monitoring,

recording, and periodic audits to ensure that the resources are functioning properly and to protect against
unauthorized use. The System Administrator may access any user's computer system or data communications and

disclose information obtained through such auditing to appropriate third parties, e.g., law enforcement personnel,
Use of ED/FSA computing resources implies consent by the user to such monitoring, recording, and auditing.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Mot remowving eguipment or storage media from the work area without prior written authorization from the
designated systems administrators, security officer or other authorized personnel.
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Welcome to e -Audit

Welcome to the 2Z-Audit
website. If you are registared
to use this site, pleass enter
your username and password
to login. If you are not &
registered user please refer to
the registration
instructions . If you hawve
forgotten your password
please click the fargot
passwiord link, If you have
fargotten your usernams
please contact your Institution
Administrator or the aZ-Audit
Help Desk for support at
[877)263-0780.

username | |

sessnerd ]

eZ-Audit Update: Common
Submission Errors

Frequently Asked
Questions

eZ-Audit Step-by-Step
Guides

Steps to Creating_an a# -
Audit Submission

Creating_a PDF

Emzil eZ-2udit Help Desk =t
fsaezauditEed.gov

Maintenance - The eZ-Audit
site may not be available
during the heurs frem Sam-
1lam EST every Sunday for
routine maintenance.

*Disclaimer® - This site uses
ion cookies, If your
browser does not allow
cookies, or you do not have
cockies enabled. you will not
be able to access this site.
The cookie will not be stored
on your machine after you
close your browser.

Information Collected from You:
‘Wou may decide to send FSA information, including personally identifying information. The information you
supply hether through a secure Web form, a standard Web form, or by sending an electronic mail
message - is maintained by F5A for the purpose of processing your request or inguiry. FSA also uses the
information you supply in other ways to further FSA's mission of maintaining stability and public confidence
in the natien's banking system. Various employees of FSA may see the information you submit in the course
of their official duties, The information may alse be shared by FSA with third parties to advance the purpose
for which you provide the infermation, including other federsl or state government agencies. For example, if
you file a complaint, it may be sent to = financial institution for action, or infermation may be supplisd to the
Department of Justice in the event it appears that federal criminal statutes have been viclated by an entity
¥ou are repeorting te 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 abeut you may have been used in connection with this web site,
or you have questions about the FSA's privacy policy and information practices you should e-mail us at
webmaster@&fsa.ed.gov. Elgrtronic mail is not necessarily secure. You are advised to be cauticus when
sending electronic mail co i ive, confidential infarmation. A= an alternative, we advise users to
give consideration to using postal mail

Paperwork Burden Statem=
According to the Paperwork Reduction Act of 1993, no persons are r=::|u|r=:| to respol ection of
information unless such cellection displays a valid OMB control number. The walid OMB control numBs
this information cellection is 1845-0072. Public reporting burden for this collection of information is
estimated to average 25 minutes per response, including time for reviewing instructions, searching existing
data sources, gathering and maintaining the data needed, and complating and reviewing the collection of
information. The obligation to respond to this collection is required to obtain or retain a benefit (34 CFR
653.23; 655.26(b), 34 CFR &600.20{=)er(b); &00.20({g}). If you have comments or concerns regarding
the status of your individual submission of this form, please contact U.5. Department of Education,
Federal Student Aid, 830 First Street MN.E. Washington, D.C. 20002/Ti Baker

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

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

Questions/Concerns

o eZ-Audit will continue to post updates and critical information to the eZ-Audit website and the
Knowledge Center at _https://fsapartners.ed.gov.
o Contact the eZ-Audit help desk at fsaezaudit@ed.gov or by calling 1-877-263-0780.
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eZ-Audit Registration

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

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

You will receive two registration confirmation emails. The first email from eZ-Audit will include your user name
and instructions for accessing the eZ-Audit website. For security purposes, your temporary password will be
delivered in a second email from eZ-Audit.

Once | have sent in my Registration Request letter and have received my registration confirmation emails, when
and how do | begin using eZ-Audit?

To access eZ-Audit simply type in the URL, www.ezaudit.ed.gov in your internet browser, and when the eZ-
Audit login screen appears, enter the user name and temporary password you received through email from eZ-
Audit.

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

What if | need to change my Institution/Entity Administrator?

To change your Institution/Entity Administrator a new registration letter, following registration instructions, must be
submitted. The new Entity Administrator will receive a username and password once processed, usually within 72
hours of receipt.
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Administrative Tasks/Security
Login
After typing in the URL https.//ezaudit.ed.gov_in your Internet browser, the “Welcome to eZ-Audit” screen below
should appear:

al~fdit Usdote: Comman
SBuboression Erross

rrazuyantly Asked Qumsticnaa
al-fodit Stes-by-Stes Cuides

Stmom to Crestog on ef-Aud s
Sk smize

Eramting = POr
B aZeliol D meie Desk ol
'-n-::-:n_d-t“.—ﬂ;g-u'

Mmirterssmow - THs sZ-SL00 8k

Esurs frem Sgee=l1lame EET svery
Bomdey for reulins meinlensmes,

“Dimclaimes® - THia sz s
seRmEn seskEd. i vEer Dreawer
Sers nat allew esur. B yee e

WPt TEALERT BT M BTy
= e i B mem wemmhy mo= a ef marLeineg sbabilcy
netean's barlong syatsm_ W
Bt fio

Sopartre= o
o -

F¥e-lg o i = e rel mse=EaEir as
pDmS g TELlFPE al pemiamisg BEn u, e Sealal =e
Sive semSeralins b wmng kel s

Faparwork Buard
dustimn Aot of 199N

FET TERE TR,

4 @ma maelgneg he Sata
ha eedle i
B e O L MeecE S5 STE LR S S S PR P

o
3
i
"
E

of thia form, pleasse contact U5, Doperleonl of By
wWeshangl=zn, 0.5 I0003 ™M Sglecr.

Befens| Siadont 830 Frat 3T

kel Add, & =

DHME Cleasrenze Mumbar 1528-0072
Expirstion Dete =57/ 21 3253

1. Enter the username provided to you by email during the registration process.
2. Enterin your password or your temporary password if this is your first time using this site.
3. Single click the LOGIN button-this will take you to your entity’s homepage.
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NOTE Your user name will be the first letter of your first name, the first five letters of your last name
and 2 numeric characters. Your username and password are case sensitive. If you are locked

out after 3 unsuccessful attempts at login you must wait 30 minutes then try again.

**If you have an existing user logging in for the first time, you will be presented with the challenge
questions and answers page where you will select the questions and answer them accordingly.

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

L.S
FEDERAL
STUDENT AID

In order to use our automated password reset; you are reguired to select
two (2 challenge gquestions and provide the answers to each, Please note
that the answers are case sensitive and will not be visible as you type
thern.

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

:— Select— Vl
%— Select— V| |
L SUBMIT )

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:

What month is your mother born?

What is your father’s middle name?

In what city was your motherborn?

Which hospital where you born in?

Who is your favorite author?

. 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 Whatis your favorite color?
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What is your favorite flower?
What is your child’s middle name?
Who is your favorite athlete?
What is your favorite movie?

Type your answer to the question you have selected.
Click on the SUBMIT button. This will take you to the Update My Profile page where you will type in your
new password.

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

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

.

FEDERAL
STUDENT AID

Update My Profile

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

If wou 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
made to the email address, the email address password will not change,

First Name: |p |

Last Name: |fix

|
Email Address: IProd@fix.com |
|

Re-Type Email Address: |

Office Phone: [1234567890 |t | |

Fax: |7|

_r A DA WURD

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 § - 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.).

Mew Password: |
Re-type Mew Password: |

—_

Type in your new password
2. Re-type in your new password.
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B CHATTENGE QUES TTO NS T

Choose from the following drop down menu.

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

ceSAYE ) wRESET )

1. Click the SAVE button to ensure all changes are successfully captured by the system. Please note by
selecting the save button you are also accepting the Rules of Behavior.
2. Click the RESET button to cancel entries and begin again.
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Forgot Password
If you forget your password, click on the “Forgot Password?” link from the login page.

FSA

FEDEERATL
STUDENT AID

=% XUDIT

Welcome to eZ-Audit

Welcome to the eZ-Audit " —— S0 8
website, If you are registered to » R
use this site, please enter your N e
usermame 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 passwoard link, If |
you hawve forgotten your |
username please contact your
Institution Administrator or the
eZ-audit Help Desk for support at
(EFF1263-0720.

usernanme |

password = |

~—LOGIN

Forgot Password?4—®

eZ-Audit Update: Common
Submission Errors

Frequently Asked Questions

Steps to Creating an eZ-Audit
Submission

Creating a PDFE

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

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

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

FSA

STUDENT AID
PASSWORD RESET. .

B e PR TN ORATTO

[0 check here if you are an institution user
Username: | i <—@

@“*D::u;as_a_..;' %4—@ | 4_@

U, 5. Department of Education

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

Enter your username.

Enter the OPEID of your Entity.

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

aorOD~
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Challenge Questions:

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

FEDEZRAL

STUDENT AID

PASSWORD RESET

i HOITNFORMA L)
Flease answer the following guestions to successfully reset your
password,

What month was your mother | |

born in?:

¥What is your favorite color?: | |
@’ wSUBMIT) é&g_(ESE >

U. 5. Departrment of Education
1. Please type your answer to the first question.
2. Please type your answer to the second question.
3. Click the SUBMIT button. This will take you to a page that informs you a temporary password has been
sent to your email.
4. Click the RESET button to cancel current entries and begin again.

NOTE The answers are case sensitive.
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Logout
If you clicked on the LOGIN button, this will bring you to your Entity’'s homepage. The screen below should
appear with your entity’s name: For Login information Login.

FSA

FEDERAL
STUDENT AlD

Home Page

B TCRED i i L] w Entity Mame: University of X¥Z
« OPEID: S0000001
® Cr f30/f Annual
Euhfﬁliilgﬂ

@i ——

* Change Figcal Year En * Your Fiscal Year End 04/30/2020 Annual

- -t 4 1SS s 1 '3 .I-"':lzr.
Create Exemption Request Submission is due on 1/31/2021
Submissign * Your FYE 02/28/2019 Annual Submission

) submitted on 0<4/10/2020 16:44:48 has been
* Crepte Closeout Audit Submission reviewed and is complete,

Compliance Audit: The compliance audit contains

L] A _
. s findings. Click here to view the Final Aydit
. it Additional Informats Determination Letter.
* Your Change in FY End Submission submitted on
IEW HSTARCAL AURMISICNE. 4/08/2020 09:34:16 has been approved.
* Your Change in FY End Submission submitted on
4/04/2020 065:49:09 has been approved.
ADMIMISTRATION
* Undate My User Profile
* View Institution Profile
OTHER LINKS
* Dept, of Education
* Schools Portal

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

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

Click here to log back inﬂ—@

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

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

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

NOTE This page is used to update your user profile information such as name, email address,
phone, password, etc.

FEDERAL
STUDENT AID

T Home |"-3'E'I{'
B/ TCRERTE ANNUALSUB MISCTONSE » Entity Name: ABC University
= DPEID: 12345678

® Creat 4/30/2020 Annual
Submission
i T T
S A R e — 4
Fruihnldle i) ———
® Change Fiscal Year En ® Your Fiscal Year End 04/30/2020 Annual
* Create Exemplion Request Submission is due on 1/31/2021,
Submissio * Your FYE 02/28/2019 Annual Submission
MSSI0n :
. submitted on 04710/2020 16:44:48 has been
" Cr 1 ut Audi 155100 reviewed and s complete,
. A P Compliance Audit: The compliance audit contains
findings. Click hare to view the Fingl Audit
L it Addit 1 Inf 1on Determination Letter.
* Your Change in FY End Submission submutted on
el IEWY LA STORIC AL SUBMIBSICH S o 04/08/2020 09:34:16 has been approved.
* Your Change in FY End Submission submitted on
047042020 06:49:09 has been approved.
ADMINISTRATION
- uﬂﬂr&?ﬂﬂﬂﬂtf’o
* View Ingtitution Profile
OTHER LINKS
* Dept, of Education
» Schools Portal
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If you clicked on the underlined text “Update My User profile” on your entity’s homepage, the screen below
should appear:

STUDENT AID

Update My Profile

T TN GE AT IO
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 ermail
address in the Email Adress and Re-Type Email Address fields, If no change is
made to the email address, the email address password will not change,

First Name: |Instituti0n

Last Name: |User1

Email Address: |user1@nonpro.edu

Re-Type Email Address: |

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

Fax: |

B D4 'I"I'..F.

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

Password must be 12 to 40 characters in length and must contain each of the following
types of characters:

— English uppercase letters (A-Z).

— English lowercasze letters (3-z).

— Westernized Arabic numerals (0-9).

— Mon-alphanumenc special characters such a5 |,@,%2.$,%, % and ..

Password cannot contain a space(s).

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

0Old Password:

MNew Password:

Re-type New Password:
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Take a moment to review the information on this screen for accuracy. If changes need to be

NOTE 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:

Choose from the following drop down menu.

IWhatmu:unth wias your mother barn in'? V[ !
|Whatis wour fawarite calor? v| :

RESET.w)

et ) (b ESETi

Select a question from the first dropdown list.

Select a question from the second drop down list.

Enter your answer to the first question you have selected.

Enter your answer to the second question you have selected.

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

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

OO wN
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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:

RN~

(s

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

Password must be 12 to 40 characters in length and must contain each of the following
types of characters:

— English uppercase letters (A-Z).

— English lowercase letters (a-z).

— Westernized Arabic numerals (0-9).

— Non-alphanumenc special characters such as |, @ ,&,%,%,~. and ..
Password cannot contain a space(s).

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

Old Password:
MNew Password:

Re-type New Password:

000

- CHT AT T ENGE QUES T TO NS
Choose from the following drop down menu.

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

O o sy

Type your old or temporary password.

Type your new password.

Retype your new password.

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

NOTE The password must be 12-40 characters in length and must contain each of the following:

Uppercase, lowercase letters, numeric values and special Characters (such as! @, #, $, &, *,
M) values. Clicking the SAVE button ensures all information has been saved by the system.
Please note that the system will automatically prompt you to change your password every 90
days. Follow the same process described above to make this change. If you require
additional help, contact the eZ-Audit Help desk at fsaezaudit@ed.gov or by calling 1-877-
263-0780.
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Navigation
To move from field to field in the eZ-Audit system, simply press the Tab button on your computer. This takes you
from one field to the next.

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

& C @ testezaudited.gov/EZWebApp/institutionHome.do

FEDERAL
STUDENT AID

Home Pagq

j“- i . N » Entity Mame: ABC University
“OPEID: 12345678

OB AR —

® Your Fiscal Year End 04/30/2020 Annual
Submsssion 15 due on 1/31/2021

* Your FYE 02/28/2019 Annual Submussion
submatted on 04/10/2020 16:44:48 has been

*Cr 1 yt Auds : reviewed and s complete,
. Cr Aiid: i Complance Audit: The compliance audit contans
hindings. Chick here to view the Fingl Audit
® S it A } | Inf 3 ~ " F
* Your Change in FY End Submussion submitted on
LW IASTORCM SBWHCHS, 04/08/2020 09:34:16 has been approved

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

ADMINISTRATION

* Undate My User Profile
* View [nstitution Profile

OTHER LINKS

* Dept. of Education
» Schools Portal
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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:

FEDERA./
STUDENT AILD

- LS LTSI TECTR

B Comphpnce apdit l Entity Name: ABC University

8 Compieteress Checkigt OFERS: 14340670
] e TTaTi s
u « Freld 2 Review Audper Information - Is thes mformanen comect” s reguired
n I-‘
Zaims and cannot be left blink

« Freld: 3 Was the Student Federal Famuly Education Loan Program™ 1s

required and cannot be left blank

o Field: 4. Does thas € omphance audit contam any Ondings related to the
Federal Familv Education Loan Program (FFELP)Y 1 fequired aid caninst be
left blank

« Freld 5 Opitdon Tvpe is requared and canmot be left blank

FITDERAL
STUDENT ATD

Enity Name: ABC University
| OPEID: 12345876

0 Comaliance Auda Errors
B Comalstensss Checkial = You have mot corrected errors oo the Compliance Audit Information. Checklist Upload Attackments page(s
D Uglosd Aftachments Please go back and correct all errors prior 10 wubmimng 10 the Depanmsent of Educstiion
0 submdt
SUBMILIDED.
26
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Manage Users

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

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

FSA

i DERAL adom&m‘m-ia
_\'II.JIII‘\.I.-\II‘I

I T REATEANRUATS T TS S TO RS- w» Entity Name: ABC u.-.,u-,s.w
- OPEID1 12345678 -
- Cr FYE 04/30 Anniial .
Submission

[ A ARl P —

;ﬁh.n.oumuuﬂ.t_-__
* Change Figcal Year End Date » Your Fiscal Year End 04 ¥

ADMINISTRATION
* Uodate My User Profile
- b

i 3 Profil

OTHER LINKS

= Dent. of Education
* Schools Portal
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1. The MANAGE USERS button should be displayed if you have administrator’s rights to this
system. Click on it to perform any of the manage users’ tasks such as adding or deleting a user.
The screen on the next page should appear.

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

Creating/Deleting Data Entry/Submitter Users

If you clicked on the “Manage Users” button, the screen below should appear:

FSA

DERAL
_\IUI‘II‘\I AlD

B Entity Name OPEID:

L
mith01, _Jon ismith01

ADDUSER,

1. Click on the DELETE USER button to delete a user from the system.
2. Click on the “ADD USER” button to add a user to the system.
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N /I0CER INFOR ON

Fields dencted by an asterisk (+) are required.

First Name: -

Last Name: -
OPEID: E£0000300

Email Address: - |

Re-Type Email Address: -

Office Phone: - | Ext,

Fax: . |

Note: OPEID required for Institutional Users, Case Team required for C
Case Approval, Case Assignement, Case Team Administrator, 2nd Financial Anzly

‘

Data Entry

Submitter

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

2. Do not forget to specify the New User’s role(s) (see “Manage Users” for role definition).

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

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

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

FSA

FEDERAL 7
STUDENT AID

G AMRLIONL, AL NANAGLBUS . AOSNL

Home Pa
' —
w Entity Name: ABC University
OPEID: 12345676

¥

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

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

See below the sample of what an Entity’s profile page should look like.
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FEDERAL
STUDENT AID

sgZAuds vEntty Profile

:
titution Profile

w ABC University OPEID: 12345478

The information on this page is read-only.

Entity Name: ABC University

Type of Entity: Guarantor Agency
Address: P Q BOX 1860
Address:
City: GADSDEN
State: AL
Zip/Postal Code: 359950000
Phone Number: 2055433220
Fax Number:
TIN: 630012520
DUNS Number:
Fiscal Year End: 04/30/2019
President:
President Email:
Financial Aid Admin:
FAA Email:
Primary Accreditation Org.:
Other Accreditation Org.:

The following fields President, President Email, Financial Aid Admin, FAA Email, Primary
NOTE Accreditation Org, Other Accreditation Org are listed in error and will remain blank until
removed from the page. Please contact eZ-Audit Help Desk Assistance at
fsaezaudit@ed.gov or by calling 1-877-263-0780, Monday — Friday, 9 a.m. -5 p.m. ET.
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Historical Submissions
This page provides a history of the entity’s past transactions as available in the eZ-Audit system. You may view
prior submissions at any time. Please note that you will have “read” only access to these historical submissions.

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

TATUDENT AID

View Historical Submission:

* ABC University OPEID: 12345678

Fizcal Year End Submission Type Submission Date Institution Type
" HfA Change in Fiscal Year End 05/08/2020 Lender
0 04/30/2010 Anngal 057213020 Lender
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Annual Submissions

Annual Submission Compliance Audit Information

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

FS

roreasr L L ALTROLE o AD RO

ST PENST AL a2

B Comaipros A s = Enmtity Mame: ABC Unpiversity
a 5 " OPEID: 12345678 “ﬂ
B usices Asach—esty Bl
os - L9 “mmIw mew s sw

1. ITrdic ate the Peviod Avditod  ~— d2 veww .o

Bages Dabe, 401018
End Date. 03

7. Rewview Awditos Toformation:

Ercordy [l ate your Current Aodter s, -~y s 150 ..—o
YES ~o
Ie Umce sl sl agn £ossedl T,
—_—

Emtwr Aud-tor w 1M
[ Opt=cmal )
Bl b ey
Bl Hanr Bor o -
Address 1n.
Addreas ¥ | Chpleomad )

Catryr :——o
Tate [ Opt-onal )

L reliry . SLBCl B T Oty -
o &=
Pas & [ Cpleomal )
[ N N e

¥. Was the Student Federal Family Education Loan Programsm (FFELP)
audited an the major proge sm?

vES L L] '

4. Does this A-133 report contawm any findings related (o the Federal

Family Education Loan Program (FFELP)?

3. Dpinbon Type

s QD
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arONO=

o

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.

This is the auditor on file with the Department of Education.

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

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

Indicate whether Was the student Federal Family Education Loan Program (FFELP)audited as the major
program? Note: If the answer to this question is NO, do not answer question5.

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

Opinion type Note: If Yes to Question 3, Select the option from Opinion type drop-down.

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

your work.

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

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

FEDE

“STUDENT AID

| — GA Annual Subm
1] It Sad w Entity Name: ABC University
B « OPEID: 12345878
B Upioad Attachments )
AN Pwics M@ réguired
0 submit _

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

- Summary schedule of prior year audit findings
- Independent Auditor's Report on Compliance with Requirements applicable to Each
Major Program and Intermal Control Over Compliance in Accordance with OMB Circular A-133

. Uploaded document(s) must be in English

« Do not inchude Personally Identifiable Information (PIT)

1. Contact Information/Additional Notes

Please let us know who to contact with guestions reganding this submission.

President /CEQ Contact
Marr=

Ermgul-

Ehang s

Firm and CPA Contact 'o
Firr Marme=

Auditor Narme-
Ernail -

[-—

OW -“W"o
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1.
2.

Confirm that the information displayed is correct.

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

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

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

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

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

Click the SAVE and PROCEED button to save all entries and to take you to the Upload Attachment page.
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Annual Submission Upload Attachments

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

you will see a section “Create Annual Submissions”. Click on the underlined text “Create FYE xx/xx/xxxx Annual
Submission”, and then click on the underlined text “Upload Attachments”. The screen below should appear:

FSA

FTEDERAL
STUDENT AID

| Complance Audt » Entity Name: ABC University
| N | « OPEID: 12345878
Completeness Checkiigt
| Ueicad Attachments
| Submit A you st mchude an electrone copy of your complete audited
* Flaaie U3e The Pl DelDw 1D UpEGAT e
¢ adch P you wpicad. uie tha
note. ol files must be in .pdf format
onnecton 1peed wpload tmes grester than 1 mewie o

o rafralh Batore combmunmd.

in Englah

File: | ChoQse File | No file chosen

Campliance Audit:
Corrective Action Pam:
Other:

N

SAYL 4n0 PROLLLD.
1. Confirm the information displayed is correct.

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

MNew folder

W Quick access

¥ Documents

.

-

=7

Downloads
Pictures
FSA - eZ-Audit

Development

2019 Release 6.0 Weekly 5tatus Repor #

(CHY

Desktop

Domestic Schools - Draft
FIOS - Updated

Foreign Schools - Draft

@ OneDrive - CollabraLlink

@ OneDrive - Personal

A This PC

W MNetwork

No o

Mame

~ A long time ago (2)

@ Delinquent Letter- (1)

m Waiver Exernption Request (1)
~ Today (5)

0| Servicer information

= Corrective Action Plan - Sample

m Comphance Audit - Sample

mm Servicer Information

mm eZ-Audit Worksheet

b. Ensure the comedt file
name is displayed

File name: ||

>~ [ @

8. Select Comect folder or directony
t:}l}:ﬂ{é the file.

c. Click on the Open
button to stt§d'| the file.

v| All Files ~

Cancel

Check all appropriate documents attached are in English and do not contain any Personally Identified Information
(PII). To view what is included in PII please hover the mouse over the word PII.

(Please note: When uploading another document, please deselect the previous upload type and then

reselect the document type.)

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.
Click the CANCEL button to erase all entries.
Click the SAVE button to save all entries currently on screen.
Click the SAVE and PROCEED button to take you to the Annual-Submission-submitpage.
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Annual Submission-Submit

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

FSA ¥ XUDI
S @ AUDILHONLL AP LMANAGEUSERS | ) ASGOUT.,
' s'l'im! :'\":'7\'1'

» Entity Name: ABC University

| eesssssssssssss.
] « OPEID: 12345678

I Compliance Audit
¥ Completeness Checklist : . . _ -
1 By selecting "Submit to ED', the information you have entered on these
Uelcad Attachments pages will be sent to the Department of Education.
J Submit
1 hereby certify that, to the best of my knowledge and belief, all
information in this submission is true and accurate.
If you do not have the Submit to Ed button, Submitter is not indicated as
one of your user roles. Please see the Manage Users Section of Help,
1. Confirm the information displayed is correct.
2. Read to understand and attest that you have met all requirements.
3. Click on the SUBMIT TO ED button to complete your Annual Submission process. This will then take you to your

entity’s homepage with a displayed confirmation of your submission. If you do not have the SUBMIT TO ED button
please verify that “submitter” is selected as a user role. See Manage Users for details.
4. The following confirmation of receipt will be displayed on your home page.

Your Submission has been received by the Department of Education. You will be

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

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

June 2021 39



Federal StudentAid

Ax DFFICE of the US. DEPARTMENT of EDUCATION

PROUD SPONSOR of
the AMERICAN MIND™

Step-by-Step Guide to Using eZ-Audit For Guarantor Agency

Change in Fiscal Year End

Change in Fiscal Year End Submission

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

below should appear:

« OPEID: 12345678

PoON=

T et Bl ~ -~ - ales & - - o
Vur mcords nGCate that the curment Tiscal year eng for

USA Services is 03312019,

Enter new fiscal year end: | Select Month ¥ |

By dicking the "Submit to ED" button below, 1 certify that I am the individual
currently signed into this system on behalf of the entity, and that 1 am authorized to
submit this information on behalf of the entity. 1 also certify that, to the best of my
knowledge and belief, all information in this document is true and correct. |
understand that if the entity provides false or misleading information, the U.S.
Department of Education may terminate the entity's eligibility to contract with any
institution to administer any aspect of an institution's participation in any Title IV,
HEA program. I also understand that I may be subject to a fine or not more than
$15,000 or imprisonment of not more than five years, or both, for misinformation
that is material to receipt and stewardship of federal student aid funds.

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

Confirm the information displayed is correct.

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

Click on the dropdown list to change month as desired.

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

Closeout Audit Compliance Audit Information

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

EFSA

T jns A L _m
STL/EPE P T ALLY

Lomoigrgy dogs Entity Name: ABC Uni

o

B Comestecess Crechigs OPEID: 12348%6TA
B yaload Acachreoty = .
n i I E wlle e g -l

1. Ivdicate the Pevsod Awdited |~ dd v

B Do

Tt Ermim

I
I. Rerwiews Audifor §ofosmusbens ‘@
L=l
—

Redos dn | miw ofe powr Cwrremt Aodibor 1e - -———
L=
I thew cmfpe rmateomn CosTecy ¥
Eates Al -tor & TIM
{ Chpl o
[ I T—
Bt e B o B mr—

elaprwws L~

At rwwn I | Optronel)
[ —

Shate [ Chpteamad).
Corrmtry = —

Fieome &=
Bae & | Oopllmcrmad )

Erme.l dsdreas .

3. Was the Student Fedeoral Farmady Educatvon Loan Progeam (FFELP)
awdeted as thee maajor Poogr am®
i o, gueestion 3 s ot .-pph;-:t—.,o

YES L 0=2

4. Does this A-113 repart contan any lindmmgs related to the Fedesal
Fammily Education Losn Progs am (FRELP)?

5. Openion Type
I 3 s mo. this guestion is not applicable,

— Sadest a0 Dpad® Trge — W
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Confirm the information displayed is correct.

Begin date is the beginning of the audit period.

End date is the end of the audit period.

This is the auditor on file with the Department of Education.

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

update with current information.

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

Woas the student Federal Family Education Loan Program (FFELP)audited as the major program? Note: If the

answer to this question is NO, do not answer question5.

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

9. Opinion type Note: If Yes to Question 3, Select the option from Opinion type drop-down.

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

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

agrON=

No
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Closeout Audit Submission Completeness Checklist

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

d Compliance Audit » Entity Name: ABC University
3 Completeness Checkdist LAV ——
U Uoload Attachments

a All helds are requered

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

.« Schedule of Expenditures of Federal Awards

- Corrective Action Plan

- Schedule of Findings & Questioned Costs
- Summary schedule of prior year audit findings
- Independent Auditor's Report on Compliance with Requirements applicable to Each

Major Program and Internal Control Over Compliance in Accordance with OMB Circular A-13
. Uploaded document(s) must be in English

= Do not include Personally [dentifiable Information (PII)

2. Contact Information/Additional Notes

Please let us know who to contact with questions regarding this submissson

—_—

President /CED Contact

Names;

Empsls

Phones .

Firm and CPA Contact >'—°
Firmy Names

Auditor Name+
Emael-

Phone-

Enter any addtional notes

1. Confirm the information displayed is correct.

2. Ensure all applicable documents are included with your submission. Check all appropriate documents

JUNE 2021 43



Federal Student Aid | rrouwsroons,

U5 DEPARTMENT TION

Step-by-Step Guide to Using eZ-Audit for Guarantor Agency

ook

attached are in English and do not contain any Personally Identified Information (PIl). To view what is

included in PIl please hover the mouse over the work PII.

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

Name, Auditor Name, Email, Phone) for who should be contacted regarding the submission and/or

additional notes as necessary.

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

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

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

Click the SAVE and PROCEED button to take you to the Upload Attachment page.
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Closeout Audit Submission Upload Attachments

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

the next page should appear:

FEDERAL
STUDINT AID

sempleln
upload the
wae (M

Terrmat

o Egma'.!ﬂﬂ -‘u-l-gs » Entity Name: ABC University
B Comgiacanass Checkiss ¢ RN e
B Upload Amachments '\‘Q
ﬂﬁ_ﬂ.‘."_."-"‘ Lpdl Submigees, vou Myt meiude pn glectiresis soay of your
- £ * spplicabie). Flesse Lae T Nelds Below f2 4
t - f Educalion. For sach file you vpiced
sckboxes i ate »ral ctprad = e Ne. Plgass rote. o Mg must be o po
Upiaed Lmes mary vary Sepending on conneclion speed, DUl uplosd Lemes grester than § minule i
common - plesse wail for page o refresh Defore conlnuing
eded document(s) musl be = Eng
2 rot imglude Person dertfape ¥

File: | Choose File | No file chosen

Complance Audits
Corrective Action Plan:

Other.

2. .

1. Confirm the information displayed is correct.

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

page on searching and attaching document.
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Organize = Mew folder == ¥ i | o

Marme

# Quick access

o i i
B Docaments A long time ago (2)

# Downloads i = Delinguent Letter- (1)

B Pictures F m Waiver Exemption Request (1)

F54 - eZ-Audit +  Today (5)

o B Servicer information a. Select Comect folder or directory
Development ) ] : to locate the file.
m Corrective Action Plan - Sample

2019 Release 6.0 Weekly Status Repor o /
G\ m Compliance Audit - Sample
=7 ¥

BB Desktop

3 Servicer Information

e eZ-Audit Worksheet
Damestic Schools - Draft

FIOS - Updated

Foreign Schools - Draft
@ OneDrive - Collabralink

& OneDrive - Personal

b. Ensure the comect file & Click on the Open

= This PC name is displayed button to attach the file.

W Network

File name: | ~| | AllFiles v

3. Check all appropriate documents attached are in English and do not contain any Personally Identified
Information (PII). To view what is included in Pll please hover the mouse over the word PII.
(Please note: When uploading another document, please deselect the previous upload type and then

reselect the document type.)

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

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

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

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

Click the SAVE and PROCEED button to take you to the Closeout Audit Submission-submitpage.

NOTE As part of your stub audit submission, you must include an electronic copy of your
complete audited compliance audit. Please note that all files must be in a non-
editable .pdf format and NO personal information should be contained in attachments
such as Social Security Numbers.

No o
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Closeout Audit Submission-Submit

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

‘.S‘
JTEDERAL
STUDENTAID

» El‘ltitv Mame: ABC University

r_ aliance A “'! » OPEID: 12345678 "@

3 Completeness Checklist
2 &x By selecting "Submit to ED’, the information you have entered on these |
Uplcad Attachments pages will be sent to the Department of Education.

J Submit
I hereby certify that, to the best of my knowledge and belief, all
information in this submission is true and accurate.
If you do not have the Submit to Ed button, Submitter is not indicated as
one of your user roles. Please see the Manage Users Section of Help.

1. Confirm the information displayed is correct.

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

3. Click on the “SUBMIT TO ED” button to complete your Stub Audit Submission process. If you do not have

the “SUBMIT TO ED” button please verify that “submitter” is selected as a user role. See Manage Users for
details.
4. The following confirmation of receipt will be displayed on your home page.

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

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

Stub Audit Submission Compliance Audit Information
To complete your Entity’s Stub Audit submission, complete the LOGIN steps this will take you to your
Entity’s eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Other
Submission”. Click on the link Create Stub Audit Submission, and then click on the underlined text
“Compliance Audit”. The screen in the next page should appear:
IFIS "oA L 4 . - rERt 1t ot Sl
STUIDENT ALLD

0 Complgroy doae Ertity Name: ABC Universit
B Comgielg-gay Crpgelipy OPEID: 12345678 ‘1—‘—‘—-0

0 ygised SQpsheog-ly ’
& FidE 858 MESASRS

1. Indicate the Pernod Auvdited oo 32

Begin Date-

N

End Data
Reapon for Htul koot

2. Rewrew Auvditor Informatron.

Necords Indicate vouwr Cwrrenit Awdifor Is' ~2a—e EEFRA LIS

IR TR IATSIPRITION CorrectT ‘\.

Entar Acarar's TIMN
(Optromad -
Auamor & Mama

Auaditas Pldfs MEaMa -

dress 5~

Asaress 2 (Optianal}
R o

State (Qetienal) |
Country " —pwct 2 O el J
L R

Fam @ (Dpesomadt:

g &ddrass®:

3. Was the Student Federal Family Education Loan Program [(FFELP)

audited as the major program T
viEs MO 4——’40

4. Dowss this A-133 report conbtain any findings related to the Federal

Family Educatson Loan Progrs )t
YES L

S, Opemion Type

= Salect an Opinion Type - ¥ ik /»
AR DAL FROCELD.
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10.
11.

12.
13.

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 this is a new auditor, please select
NO, and update with current information.

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

Was the student Federal Family Education Loan Program (FFELP) audited as the major program? Note: If
the answer to this question is NO, do not answer question5.

Does this A-133 report contain any findings related to the Federal Family Education Loan Program (FEELP)?
Opinion type Note: If Yes to Question 3, Select the option from Opinion type drop-down.

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

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

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

S A 1 { i " 1 Cq Yy v
Stub Audit Sub 1551010

0 gomplignce audi » Entity Name: ABC University
B Comoleteness Chacidist * OPEID: 12345678

B Upload Astachmgnts

4] Submis All fieids are reguired

—©

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

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

Submission?
- Schedule of Expenditures of Federal Awards
= Corrective Action Plan
- Schedule of Findings & Questioned Costs
« Summary schedule of prior year audit findings

- Independent Auditor’'s Report on Compliance with Requirements applicable to Each Major
Program and Internal Control Over Compliance in Accordance with OMB Groular A-133

- Uploaded document(s) must be in English

. Do not include Personally Identifiable Information (PIT)

2. Contact Information /Additional Notes

Please ez us know who to contact with questions regarding t
President/CEQ Contact =
Narme=
Ermail=
Phone-

Firm and CPA Conltact
Ferrm Name-

Aycmor Nama-

M U0 E50N

@

Email
Phone-
—
Enter any additional notes o
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1.
2.

o ok

Confirm the information displayed is correct.

Ensure all applicable documents are included with your submission. Check all appropriate documents

attached are in English and do not contain any Personally Identified Information (PIl). To view what is

included in PII please hover the mouse over the work PII.

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

Name, Auditor Name, Email, Phone) for who should be contacted regarding the submission and/or

additional notes as necessary.

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

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

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

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

June 2021 51



PROUD SPONSOR of
the AMERICAN MIND™

FederalStudent Aid

Am DFFICE of tAhe U5 DEPARTMEMT of EDUCATION

Step-by-Step Guide to Using eZ-Audit For Guarantor Agency

Stub Audit Submission Upload Attachments

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

H Compliance Audic

B Comoleteness Checidist
B Upload Astachments

B Submiz

= Entity Name: ABC University
* OPEID: 12345678

Teave . -
—JL--" on. For ssch file

lesse nole, all Nies ™

ey el il i 4 E
ion speed, bul uplosd €

fors continuing

File: | Choose Fil No fle chosen

Compliance Audit:
Corrective Action Plan:
Dtk

_m_.\o
Q%M

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

next page on searching and attaching document.
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Organize «

New folder

o Quick access

¢ Documents

¥

Downloads

Pictures

FSA - eZ-Audit

Development

2019 Release 6.0 Weekly Status Repon #
G

Desktop

Dormestic Schools - Draft

FIOS - Updated

Foreign Schools - Draft

@ OneDrive - CollabraLink

& OneDrive - Personal

| This PC

W Metwork

MName

~ A long time agao (2)
@ Delinquent Letter- (1)
m Waiver Exemption Request (1)

~ Today (5)

@ Servicer information
@@ Corrective Action Plan - Sample
Compliance Audit - Sample
Servicer Information

o=
o
m el-Audit Worksheet

b. Ensure the comect file
name is displayed

e

File name: ||

'

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

4

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

v| All Files -

Cancel

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

Information (PII). To view what is included in Pll please hover the mouse over the work PII.
(Please note: When uploading another document, please deselect the previous upload type and then
reselect the document type.)

After the document has been selected and the file type identified by checking the box, click the “ADD” button

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

yourwork.

Numbers.

June 2021

53

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

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.
NOTE As part of your stub audit submission, you must include an electronic copy of your complete
audited compliance audit. Please note that all files must be in a non-editable .pdf format and
NO personal information should be contained in attachments such as Social Security
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Stub Audit Submission-Submit

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

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

FEDERAIL
STUDENT AILD

. | qm
0l Complianes Audit » Entity Name: ABC University
B Completeness Checidist * OPEID: 12340078
B Usload Amachments -
8 Submit By selecting ‘Submit to ED', the information you have entered on these
' pages will be sent to the Department of Education,
I hereby certify that. to the best of my knowledge and belief, all
information in this submission is true and accurate.
If you do not have the Submit to Ed button, Submitter is not indicated as
one of your user roles. Please see the Manage Users Section of Help.
1. Confirm the information displayed is correct.
2. Please read to understand and attest that you have met all requirements.
3. Click on the “SUBMIT TO ED” button to complete your Stub Audit Submission process. If you do not have the

“SUBMIT TO ED” button please verify that “submitter” is selected as a user role. See Manage Users for details.
This will then take you to your entity’s homepage with a displayed confirmation of your submission
4. The following confirmation of receipt will be displayed on your home page.

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

edit/completeness check.

You will have read access only once submitted.
NOTE
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Exemption Request

Create Exemption Request

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

STUDINT AID

Create Exemption Request
w»  ABC University

g 1

Waiver /Exemption Requested =
for FYES; (= OteCtPVE - ¥

By clicking the “Submit to ED” button below, I certify thet I am
the individual eurrently signed into this system on bahalf of the
entity, and that I am authorizéd to submit this information on
behalf of the entity. I also certify that, to the best of my
krnowledge and beliel, all information in this document is true and
correct. 1 understand thet if the entity provides false or
misleading information, the U.S. Department of Education may
terminate the entity's eligibility to contract with any institution to
sdminister any aspect of an institution’s participation in any Title
IV, HEA program. ] slso understand that T may be subject to a fine
or not more than 525,000 or imprisonment of not more than five
years, or both, for misinformation that is material to receipt and
stewardahip of federal atudent sad funds

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

If you do not have the “"Submit Te ED™ bulton below, the
Submil not indicated as one of your roles. Pleas the
Manag Section of Heilp

~EANCRL.,  SLBMIT10ED..
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1. Confirm the information displayed is correct.
2. Click on the Choose File button to search for document to be attached. The screen below shouldappear:

« « 4 % » ThisPC » Downloads v | O 2~ [ @

MName
7 Quick access
v Today (5)

s Onelrive - Collabral ; )
m Servicer Information

s OneDrive - Personal @ Servicer information

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

m Corrective Action Plan - Sample
¥ Network m Compliance Audit - Sample /

~ Along time ago (2)

m Waiver Exemption Request (1)
o Delinguent Letter- (1)

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

e i doplayed butten to attach the file.

4 |

File name: || | | AllFiles v

3. After the document has been attached and the file type identified by checking the box, click the “ADD” button
to ensure that the document has been successfully attached to your submission. The screen will then change
to the screen in the next page:
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-S-
TEDERAL
STUDENT AID

G AUDILHONE L A NELP [ LMANAGE USERS | = socouT

Create Exemptlion Request
*  ABC University
" OPEID: 123456TA

Y - wikl + Vit
H File*: | Choose File | G file chosen
Waiver/ Exemption Regquested =
for Frge; - DSGCtFYE - ¥ "’.

mole pgf Reguest documant SBLLLEL

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

By clicking the “Submit to ED’ button below, I certify that I am
Aot in default on a federal student loan oF that 1 have made
satisfactory arrangement to repay it

If you do not have the “Submit To ED™ button below, the
Submitter ia not indicated a3 one of your roles. Please ace the
Manasge Users Section of Help

O i@

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

5. Click the CANCEL button to erase all entries.

6. Click the “SUBMIT TO ED” button to submit your Waiver Exemption Request. If you do not have the “SUBMIT
TO ED” button please verify that “submitter” is selected as a user role. See Manage Users for details. This will
then take you to your entity’s homepage with a displayed confirmation of your transaction.
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Additional Information

Additional Information Submission

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

_-§-
FEDERAL
STUDENT AID

ABC University
OPEID: 123456Ta

Te sutmit sddit

oral mformation, you must select 8 submission from he drop-Gown Box Below [0 sssociale € with, Plesse use

":JJ prgl Tiglds (o upload t '-'-'.'.ln'. su wigh [o submst o the Dep t of Educalion. Fisase nole, ol Niles must De in
paf formal

Submission to Associste With*: |~ Select 8 Suomission -

./ﬁ Choose File | No file chosen .’%

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

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

Mame
#r Quick access
~ Today (5)

s Onelrive - Collabral § )
@@ Servicer Information

s Onelrive - Personal @ Servicer information
m eZ-Audit Waorksheet 8. Select Comect folder or directory
@ Thiz PC ; : to locate the file.
@ Corrective Action Plan - Sample —_

b Metwork m Compliance Audit - Sample /

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

b. Ensure the comect file

Click on the O
name is displayed R e

button to attach the file.

File name: | ~| | AlFiles -

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

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

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

§
FEDERA.L
STUDENT AID

JEWWWL w Entity Name: ABC University

« OPEID: 12345678
" Oy 30/ Annis! ”
mHSSInn f ]
4 N
d
* Change Fizcl Year End Date * Your Fiscal Year End 04/30/2020 Annual
* Create Exemption Reayess Submisgson is due on 1/31/2021.
Submission * Your FYE 02/28/2019 Annual Submissign
submitted on 04/10/2020 15:44:48 has been
AE 1 S Syomi reviewed and 15 complete.
.y A e Compliance Audit: The compliance audit contans
findings. g 5lﬁ htl’: 0 vigw lh: FI-HI: ﬁ.'iﬂl-:
LT Egdit: | Inf 4] “:“r!& nﬂngr ! ﬂ!ifl
® Your Change in FY End Submission submitted on
YW STCHIL B RIS CHS.,, 04/08/2020 09:34:16 has been approved.
* Your Change in FY End Submission submitted on
0<4,/047 2020 06:49:09 has been approved
ADMINISTRATION
* Update My User Profi
* View Institution Profile
OTHER LINKS
* Deot. of Education
* Schools Portal

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

NOTE Users should periodically check the Entity Home Page for an up to date status of their
Submissions
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Resubmission/ Incomplete Letter

If your submission has been deemed incomplete you will be required to Resubmit. An email will be sent to the
person(s) as listed on the Checklists page in Contacts informing them that the submission has been deemed

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

To resubmit you must first view your Incomplete letter posted to the Notifications section of your Entity Home

Page.
To begin your resubmission, follow steps below.

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

@ UL BONE J SIARCH,, L NATATMTION MOME., (7 REPORTS | [ LOGOUT...

STUDENT ALD

&“mwu“ﬂm‘“l w ABC Universit OPEID: 123456 TH
v
* Resubmit FYE 05/31/2019
Lem ] |

il

b
must be viewed before

| . .
The Incomplete Letter
Resubmission
® Vour Stub Audit Submission submitted on

Q 146 has been received. Revie
$on AR ROT YU IS
ur Change in FY End Submission submitted on

- ¥
04/27/2020 06:52: 16 has been pdroved

ADMINISTRATION

* Uzcate My Ugee Profily
- !:' l".-"l Sian E ..'!

OTHER LINKS

Dege. of Bducption
Schools Porgp!

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

06,/0L/2020 12:19:11
OFE ID: 12345678

ABC University
Egyetem ul
Piliscsaba, ,

Dwear .

The Department of Education [Department) received your Annual Submission for the fiscal year endad 06/30,/2019 on 08/01/2020
12:08:55. The Department determined that "Bbpodopdnecniotuia University's submission is incomplete or in error for the
following reason{s):

Compliance Audit
s - Compliance Audit is not viewable.

& - Corrective Action Plan is not viewable.

'F'Liii! r!n.l:rmn the Eﬂ"'\ﬂhiﬂl:i sudit andopoiinencebetnenunaed . ithin 7 mlendar days via eZ-Audit at b/ Nwwie, ezaudit.ed, gov).

University is advised that until an acceptable compliance audit is received, the institution is not in
compliance with the audi submizsion requirements ses forth 2t 34 C.F.R. § 668.23, If the Department does nat receive an acceptable
compliance audit, Bdoodnpdhenchiodamis University will be liable for all unaudited funds for the audit pericd, In addition, failure to
submit an acceptable compliance awdit may result in the Department initiating adverse action against the institution, induding
terminating or revoking the institution's program participation agreement. or, if the institution has an application pending for renewal
of its certification, denial of that application. Further. failure to timaly submit an acceptable compliance audit may cause tha
Department to determine that the institution is in viclation of past parformance .-:r:--nsu:-ns set forth at 34 C.F.R. § 668.174(a)(2),
resulting in, among other things, provisional certification, the posting of a letter of credit [not applicable to public 1nst.‘u1:|or5'j| and
placement on a hesghtened msh monitoring payment method.

If ywou have any questions regarding the compliance issue(z) addressed in this letter or the resubmission of your Annual, plaase
contact the eZ-Audit Help Desk at (B77) 263-0780 between the hours of Sam and Spm EST. When prompted, choose option 2 for
incomplete letter,

Your immediate attention to this matwer is gready appreciated.

Sinceraly,

U.S. Department of Education
Federal Student Aid
Program Compliance

3. Return to your home page by clicking back to the eZ- Audit Web site.
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F' A
FEDERAL
STUDENT AID

Home Page
» Entity Name: ABC University
+ OPEID: 12343678

@Al —

* Change Fiscal Year End Date * Your Fiscal Year End 04/30/2020 Annual
g Submission is due on 1/31/2021.

* Create Exemption Reguest * Your FYE 04/30/2020 Annual Submission
Submissien submitted on 06/05/2020 09:20:37 Is incomplete.
. ; The Incomplete Letter must be viewed before

Create Stub Audit Submissien Resubmission
= Submit Additional Information * Your FYE 04/30/2019 Annual Submission
submitted on 05/21/2020 11:59:09 has been
wYIEW HISTORCAL SUBMISSIONS ) received. Review of your submission has not yet
started.

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

read-only.
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Delinquent Letter

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

FEDERAL
STUDENT AID

PN . Enrity Name: University ot XvZ
bl 2 lwivF-1] « OPEID: 12345678
SUDMIESon
om0 e ——

® Change Fiscal Year End Date

» mgtion Request : Mmmm_lh_
Submission TSRO 15 OYRrdUR,
L jme Chok here 10 view the Delnguent Letter
b 1 I LAt [ONSSEON The Delinguent Letter will be wievable unlll‘_®
® Create Stub Audit Submission ,'_hfl."f:hf_":;’j",' ..L:’!"-'.ul.f:'.'--.-.: Arsrisal

HOITHE 10T P OV
Fh;l EE!’E ;Q W H [ [ !tllr'lsi ENE LETTET
The Delinquent Letter welll be vieveable unthl
the submission is complete

= Submit Additional Infermation

ADMINISTRATION

* Update My User Profile
= View Institution Profile

OTHER LINKS

= Dept. of Education
» Schools Portal

1. Click link to view Delinquent Letter. Delinquent letter will provide information regarding whichannual
submission is overdue. Letter will open in separate window.

June 2021 64



FederalStudent Aid | e,

US DEPARTMENT TIDN

Step-by-Step Guide to Using eZ-Audit For Guarantor Agency

UNITED STATES DEPARTHMENT OF EDUCATION
Federal Student Aid - School Channel
Schaoaol Eligibility Channel
eZ-Audit

Date: 10312004
OPE ID: FF&&E99200
TIMN: DDODODODOFO

Or Proprietary
Proprietary School
1234 Proprietary Lane
Proprietary, O, 12345

Ciear President:

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

Your institution’'s materially complete and acceptable audit andfor financial
statements for the fiscal year ended 1031 72004 have not been received by the
submission deadline date of 1031 fZ2Z004.

If wou hawe submitted compliance audit and financial statements which were deermed
unacceptable and returned to the institution, the submission deadline continues to apply until
acceptable audit reports are resubmitted to the Department. Flease resubmit the
auditAfinancial staterments for the fiscal year ended 10312004 within 10 davys of the receipt
of this letter via eZ-audit at www . ezaudit.ed.goyw.

If we do not receive the required subriission within 10 days of your receipt of this letter,
vour institution may be subject to assessment of liabilities for all unaudited funds for the
audit period and other appropriate action noted under 34 CFR 668, Subpart G. If vyou hawve
already submitted your compliance audit and financial statements far the fiscal yvear ending
10312004, please contact the eZ-Audit Help Desk at 1-877-263-0780.

Thank you in advance for your cooperation.
Sincerely
Ti Baker

eZ-Audit Operations Manager
Integrated Fartner 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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Reminder Email

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