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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?
« 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

o 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

« 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?
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You may choose to ask your auditor to serve in all roles listed above. It your auditor is not selected as a
Data Entry/Submitter User; you may request that your auditor electronically sends you your financial
statements and compliance audits in the non-editable pdf format using Adobe Acrobat. Please note that
the pdf files containing your financial statements and compliance audits will be included as attachments
to your eZ-Audit submission — all signature pages in the financial statements and compliance audits, as
well as the entity’s corrective action plan, must be scanned.

eZ-Audit Technical Requirements

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

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

that he/she do one of the following:

e Open your firewall to allow all 165.224.xxx.xxx addresses through, which would allow
your entity access to all ed.gov sites
e Conduct a lookup on ezaudit.ed.gov which will allow your entity access to eZ-Audit

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

VIARMNING:

You are accessing a U.S, Federal Government computer system intendad to be
solely accessed by individual usars expressly authorized to access the system by
the U.S, Department of Education. Usage may be monitored, recorded, and/or
subject to audit. For sacurity purposes and in order to ensure that the systam
remains available to all expressly authorized users, tha U.S, Departmant of
Education monitors the systemn to identify unauthorized users. Anyone using this
system sxpressly consents to such monitoring and recording. Unzuthorized use
of this information system is prohibited and subject to criminal and civil
penzalties. Except as axpressly authorized by the U.5. Departrnent of Education,
unauthorized atternpts to access, cbtain, upload, medify, changs, and/or delet=
information on this system are strictly prohibited and are subject to criminal
prosecution under 18 U.S.C § 1030, and other applicabla statutas, which may
result in finas and imprisonment. For purposes of this system, unauthorized
access includas, but is not limited to:

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

Arvy 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 B Continue é :

L. 5. Department of @
Fules of Bahavio

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 eZ-audit systemn, they are acting in
their employment capacity on behalf of ED. Unless approved in writing by management, any activity outside that
employment capacity, or which could bring harm or embarrassment to ED/FSA must be avolded.

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

Monitoring of Computing Resources - Activities on ED/FSA systems and networks are subject to monitoring,
recording, and periodic audits to ensure that the resources are functioning properly and to protect against
unauthorized use. The System Administrator may access any user's computer system or data communications and

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

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

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

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

AL 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 parsonnel are and how they can be contacted.

Ensuring that the eZ-Audit system is used in compliance with Title I'V 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 compromise of a password to designated computer security personnel.
Accessing only systems, networks, data, control information, and software for which they are authorized.

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

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

Avoiding the introduction of malicious code into any computing resource.
Preventing physical damage to the system.

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 remowving these documents from
the library and ensuring that sensitive information is not remowved from the work area.

Mot removing equipment or storage media from the work area without prior written authorization from the
designated systems administrators, security officer or other authorized personnel.
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to use this site, pleass enter

your username and password |
to login. If you are not a
registered user please refer to
the registration

instru ns . If you have
forgottan your password, |
pleasze click the forgot

password link, If you have

forgotten your username

please contact your Institution
Administrator er the eZ-Audit

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

USErmEme |

password || |

eZ-Audit Update: Common
Submission Errors

Frequently Asked
Duestions

eZ-Audit Step-by-Step
Guides

Steps to Creating an af-
Audit Submission

Creating_a POF

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

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

*Disclaimer® - This zitz uz=s
session cookies, If your
browser does not allow
cockies, or you de not have
cookies enabled, you will not
be abls to access this site,
The cookie will not be stored
on your machine after you
close your browser.

Information Collected from You:

You may decide to send FSA information, including personally identifying informatien. The informatien 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 inguiry. FSA alsa = the
infarmation yeu supply in ather ways to further FSA's mission of maintaining stability and public confidence
in the nation's banking systam. Various employzes of FSA may see the information you submit in the course
of their official duties, The infermation may also be shared by FSA with third parties te 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 2 financial institution for action, or infermation may be supplied to the
Department of Justice in the event it appears that federal criminal statutes have been viclated by 2n entity
you are reporting to FSA. The primary use of personally identifying infermation will be to enable the
government to contact you in the event we hawve questions regarding the informatien you have reported. If
you are concerned about how information about you may have been used in connection with this web site,
or you hawve guestions about the FSA's privacy policy and infarmation practices you should e-mail us at
u.'ebrrastnrgf =.ed.gev. Elzactronic mall is not necess sarily secure, You are advised to be cautious when

sending electrenic mail coNtar nfidential information. As an alternative, we advise users to
glve consideration to using postal mall

Paperwork Burden Statement:
Aceording to the Paperwork Reduction Act of 1995, no persons are required to respend to a collection of
information unless such cellection displays 2 valid OMB control number. The walid OMB cantral number far
this information cellection is 1845-0072. Public reperting burden for this collection of infarmation is
estimated to average 25 minutes per response, including time for reviewing instructions, searching existing
data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. The cbligation to respond to this collection is required to obtain or retain a benefit (34 CFR
668.23; 668.26(b), 34 CFR 600.20{=)or(b); 500.20{g)). If you have comments or concerns regarding
the status of your individual submission of this form, please contact U.S. Department of Education,
Federal Student Aid, 830 First Street N.E. Washington, D.C. 20002/Ti Baker

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

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

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:

E I» F B_A & z et w "
TUDENT AID

FROT Rana
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unermsre snd passeeed b g !
I yo mre met @ regatered veer

CETETEE |

D
= @

IT you Favs
":q:‘-’.‘l::r PO GasFwvord. pleaze

slich Hhe Morgst passvesed b IT l
veu heve forgoites your

vEErmarre mlesse sestast oo
Inptilylinrn S&Imirupiraior or The
eZ-Audt MHelp Desk for suppert
at (8771260780

= lodik Updskbe: T
i "
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meaEEegE - i mpintgiced by FRA& for the purpoes 2 prooessing youor request or inguiry., FEA4 pips vees the
infosrnalon yeu Suaahy in olfer saps Lo furlfer FSA's reasen ot rraelsirery SRalhbly and pulie sonffenes
in the maticn’s henking systesn. Variccs smployees =7 FEA may ses the mformaticn you sulsnil in (R cowree
of Feier officisl dulies. THe nformation may also B= sfuered By PS4 will® Fund perties o sdvanc= he: purposs
f2¢ mhish pou pravide the isfzsmates, ==odeg sther federal == stabte ssvermmert ageesies. For sxamsis,
vau file a cormpleetl € may be et b a frencal relitulion for action, or information may be supplied te
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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.

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:

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

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

:—Sele_d— Vl o
%—Seled— V| | o

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?

o What is your father’'s middle name?

¢ In what city was your motherborn?

June 2021 12



Federal Student Aid | roumsreess:,

fFthe US DEPARTMEMNT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for GA Servicer

¢ Which hospital where 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:

What is your favorite color?

What is your favorite flower?

What is your child’s middle name?

Who is your favorite athlete?

What is your favorite movie?

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.
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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:

J‘S
FEDERAL
STUDENT AID

B A UDIT

S SERTNT ORMATIO
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
rmade to the email address, the ermail address passward will not change,

First Name: |p

Last Mame: |fix

|
|
Email Address: |Prod@fix.com |
|

Re-Type Email Address: |

Office Phone: 1234567830 | ext. | |

Fax: |7|

_r SR 2 WORD

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(0-9) and special characters(=,>,7,%, etc.).

New Password: |
Re-type New Password: |

—_

Type in your new password
2. Re-type in your \new password.
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B TCH AL ENGE QUESTTO NS

Choose from the following drop down menu.

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

- E&vE .,J - EEEE! -

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.

S =
FS A B /<UDIT

FEDEPRAL
STUDENT AID

Welcome to eZ-Audit

=Fe I
Welcome to the eZ-Audit e Sou .
wehsite, If you are registered to ; . R E |
use this site, please enter your - e —

username and password to login.
If you are not a registered user
please refer to the reqgistration
instructions . If you have |

forgotten your password, please . =y
click the forgot password link. If | ; = 2 Forgot Password?
you have forgotten your | .

username please contact your
Institution administrator or the
eZ-Audit Help Desk for support at >
(E7FIZ63-0780, | —

password »

eZ-Audit Update: Common
Submission Errors -

Frequently Asked Questions

Steps to Creating an eZ-Audit
Submission

Creating a PDF

Email eZ-Audit Help Desk at
fsaezaudit@ed.qov

Maintenance - The eZ-audit site
may not be available during the
hours from Sam-11am EST every
Sunday for routine maintenance.

By clicking on “Forgot Password?” link, the Password Reset page should appear requesting your user
information:
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oo =

= =
FS A 2T

FEDERAL
STUDENT AID

PASIWORD RESET e

J@' RIINFORMATION

[] check here if you are an institution user
Username: | | 4—@

@‘*’Dp;g_.;' —seste—("s5) |4_@

U, 5. Departrnent 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.
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Challenge Questions

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

== _——
FS A 2T

FEDERAL
STUDENT AID

r ] RINFORMA B
Please answear the following questions to successfully reset your
password,

¥What month was your mother | |
born in?:
What is your favorite color?: | |4—@

O o e ()

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

NOTE The answers are case sensitive.

el
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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 click Login.

FEDERAL
STUDENT AID

" —
BETREATE AR » e w Entity Mame: University of XYZ
« OPEID: 20000001
s 30/ Annual
Submigcion
MW—.
* Change Figcal Year En ®* Your Fiscal Year End 04/30/2020 &nnual
. g ! |55 5 1 1/31/2021.
Create Exemption Request SNSRI T L3
Submission * Your FYE 02/28/2019 Annual Submission
) submitted on 04/10/2020 15:44:48 has been
. A 551 reviewed and is complete,
a Comphance Audit: The comphance audit contamns
Al +
. L findings. Click hers to view the Final Audit
" itional Informat: Determinatign Letter,
* Your Change in FY End Submission submitted on
IEW HSTORCAL BSOS, 04/08/2020 09:34:16 has been approved.
* Your Change in FY End Submission submutted on
0404/ 2020 06:49:09 has been approved.
ADMIMNISTRATION
* Update My User Profile
» View Institution Profile
DOTHER 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 thesystem.
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eZ-Audit Logout

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

Click here to log back irr{——@

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

saved your work when the session expires, data will be lost.

NOTE Your eZ-Audit session will automatically expire after 30 minutes of inactivity. If you have not
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My Profile

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

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

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

FEDERA L
STUDENT AID

@) AUDILHOME | L L HELP |- MANAGE USERS [ [ 10GOUT

—— —— Home I-':,-E-I.:.
jﬂiﬂﬂ FRTE ARNUAL SUBMISSICTN S e e
« OPEID: 12345678
* Create FYE 04/30/2020 Annual

Submission
i M) e —
- I i ) ——
® Change Fiscal Year End Date * Your Fiscal Year End 04/30/2020 Annual
* Create Exemption Request Submission is due on 1/31/2021,
MISSion * Your FYE 02/28/2019 Annual Submission
. submitted on 04/10/2020 16:44:48 has been
" Cr l ut Audi 55100 reviewed and 15 complete,
" Cr A mi n Compliance Audit: The compliance audit contamns
findings. Click here to view the Final &usdit
L it Addit | Inf 1on Determination Letter.
* Your Change in FY End Submission submitted on
LB TR A SR IESION ) 04/08/2020 09:34:16 has been approved,
* Your Change in FY End Submission submitted on
04/04/2020 05:49:09 has been approved.
ADMINISTRATION
* Update My User Profile 4”0
* \iew Institution 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:

ESA

FEDERATL
STUDENT AID

@) AUDIT HOME | 13 HELP. | 5 MANAGE USERS | [1,LOGOUT, s

Update My Profile

F7NTCER ORI AT ION
Please take a few moments to review the information we currently
have on file and update any incorrect or outdated information.

If you wish to change a user's email address, please key in the same email
address in the Emnail 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: IInstitutiDn

Last Name: |User'|

Email Address: |userl @nonpro.edu

Re-Type Email Address: I

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

Fax:l
L AR DA 'I'T..l-.

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 uppercasze letters (4-Z).

— Enaglish lowercase letters (a-z).

— Westernized Arabic numerals (0-9).

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

The password must be different from vour 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 made,

NOTE 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:

e AT ENGE QUESTION S

Choose from the following drop down menu.

|Whatm|:|nth WAS yuurmutherburn in? V[ ' e
|What|syc|urfavc|r|te colar? *:| | o

SAVE ) RESET..)

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.

QarON=
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Change Password

To change your password, repeat the My Profile step. This will take you to the Update My Profile page. The
screen shown below should appear at the midsection of that page:

If 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-alphanumeric special characters such as |, @,.&,$,%,~.* and ..
Password cannot contain a spacel(s).

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

Old Password:

New Password:

Re-type New Password:

T CT AT TENGE OUESTTON S
Choose from the following_drop down menu.

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

RESE

Type your old or temporary password.

Type your new password.

Retype your new password.

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

NOTE The password must be 12-40 characters in length and must contain each of the following:
Uppercase, lowercase letters, numeric values and special Characters (such as! @, #, $, &, *, *)

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

o wON~
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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 @ testezaudit.ed.gov/EZWebApp/institutionHome.do

F

FEDERAL

STUDENT AID

Home Pagi

j“ R v N » Entity Name: ABC University
“OPEID: 12343878

UL —

® Your Fiscal Year End 04/30/2020 Annual
g Submession is due on 1/31/2021
: * Your FYE 02/28/2019 Annual Submisson
submatted on 04/10/2020 16:44:48 has been
»gr 1 yt Apdi : reviewed and s complete,
. Cr Aud: : Comphance Audit: The compliance audit contans
findings. Click here to vigw the Fingl Audit
* Submit Addtional Informat Determination Letter,
* Your Change in FY End Submussion submitted on
LR TIONCA BN, 04/08/2020 09:34:16 has been approved
* Your Change n FY End Submission submitted on
04/04/2020 06:49:09 has been approved.

ADMINISTRATION

* Undate My User Profle
* View Institution 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:

FEDIERAL
STULIDDENT ALD

| 1al Submiss
0 Comphance Audit Entity Name: ABC University
B Comcistensss Checkiat sy o > v
Erroais)
Ricad Allachments = a4 . Te i .
: u « Field 2 Review Avdites Information - [s thes miformatien comect” s requared
Skl and cannot be left blink

« Freld 3 Was the Student Federal Family Education Loan Program™ 13
required and cannot be Jelt blank

» Field: 4. Does thus Comphance audit contam any findings related to the
Federal Familv Fducation Loan Program (FFELP)Y i requited and cannot be
lef blank

« Feld 5 Opation [vpe 18 required and cannot be lent blakik

Fr DL RAL
STUGIENT AVE

Enity Name: ABC University
| OPEID: 12345678

0 Comalance Audd Erroris)
B Comalstensss Checkist = You have pot corrected errors on the Complianse Andit Information. Checklit Upload Attachments page(s
0 yglosd Atachments Please go back and corvect all ersory prior 10 submitting 10 the Deparinsent of Educanon
0 zubmdt
AUBMIL IO RD.
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
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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

F L DERAL 2 @ -
STUDENT ALD
H o Pagi
S ACRERTE ANNU AT S UE TS TORS-. s Entity Name: ABC University
= OPEIDY 12345878 -
*Cr FYE 04/30/ Annyal e
sy bmizgion
AR AR b —
L AR AL P —
* Changs Fiscal Year End Date ® vour Fiscal Year End 04/30/2020 Annual
el ot g g B e
* Create E tion Rea Submesswon 15 du 172021
———— wRED ® Your FYE 02/28/2019 Annusl Submassion
Submizgsion submitted on 04/10/2020 16:44:48 has bean
. 1o Audit S e reviewed and & complete
. Cr A taal o Compliance Audit: The comphance audt contans
find ngs. Click herg 1o vigw :bg E-n.' &-_lnlj
* Submit Add:tiooal Information Determ:nation Letter,
* Your Change i FY End Submussion sub
W IRITORIC AL SLBMISSIONG 04/08/2020 09:34:16 has been &
® Your Change in FY End Submissio
ST 04/04/2020 06:49:09 has been approved
ADMINISTRATION
* Ugdate Mv User Profile
LR rolfil

OTHER LINKS

* Dent. of Education
* Schools Portal

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

2. This should read the name of your Entity and OPEID number. Confirm that this is correct.
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Creating/Deleting Data Entry/Submitter Users

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

STUDENT AID

L
ALDUSER,

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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FEDERAL
STUDENT AID

Add Use;

B TUSERTTNFOR 0

Fields denoted by an asterisk {~) are required,

First Name: - ;

Last Name: - |

OPEID: 75000100

Email Address: - [

Re-Type Email Address: - ;

Office Phone:; - [ Ext.
Fax: !
MNote: OPEID reguwired for [nsbitutional Users. Case Team reguired for Audit Specialst,
- - - - —r
Caze Approval, Case Assigrement, Caze Team Adminiztrator, and Firancial Analyst

Data Entry
| Submitter

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

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

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

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

temporary password.
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Entity Profile Page/Status

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

FSA

FEDERA.L
STUDENT AID

+—

w Entity Nama: ABC Universit
OPEID: 12345678

¥

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
SMTUDENT AID

*alAudt Homg +Entity Profile
tion Profils
w ABC Usiversdty OPEID: 12345878
The information on ths page & read-only.

Entity Name: ABC University

Type of Entity: GA Servicer
Address: P O BOX 1860
Addresa:
City: GADSDEN
State: AL
Zip/Postal Code: 355550000
Phone Number: 2055438220
Fax Number:
TIN: 630012520
DUNS Number:
Fiscal Year End: 04/30/201%
President:
President Ermail:
Financial Aid Adman:
FAA Ermail:
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.
-

TFEDERA.L
STUDENT AID

View Historical Submissions

* ABC University OPEID; 12345678

Fizcal Year End Submission Type Submiszion Date Institution Typs
" MfA Change in Fiscal Year End 05/08/2020 Lender
b 04/30/2019  Annyal 05/21 /3020 Lender
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Annual Submissions
Compliance Audit Information

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

with your Entity’s name:

NOTE If you are login in for the first time you will not see the see the Create FYE XX/XX/XXXX
Annual Submission, you need to complete the Change Fiscal Year End Date request first.

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

SA

T EDERAL

D AN PONME | e L BSAP |, MANAGE AU, L AOCOUT.,

all, ) v A i
B Compliance Acdis w Enity Name: ABC University
3 Completensss Checkliss OPEID: 12345678 Ro
B upload Astachments

3 Suberis all fwlds are reguired

1. Indicate the Period Auvdited (rmen/dd/yyyy )t p
Begin Date: S012018
End Date: 05312020 ‘—o

2. Review Auditor Information: q

Records Indicate your Current Auditor Is: 123< R REERES]
YES NO
Is this information correct 7: '_o
Enter Acudstor’'s TIN —,
(Optional):

Avsditor s Mames:
Rapcditonr Firrm Macme-:
Address 1-:

Address 2 (Optsonal):
City=: >_°

State (Optsonal):
Country=: Sedact a Country b

Phone &=

Fax & [Dpticnal):
Email Address-:

et

3. Does this Compliance audit contain any findings related to the Federal
Family Education Loan Program (FFELP)7

YES NO Q—o

@ <X »

b ANCEL DAL SAVE ARD EROCLLD,
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o=

o

10.

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 fields.

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

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

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

Click the SAVE and PROCEED button to go to the Annual Submission-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:

i AnNRnUua B a0 ¥
0 Complignce Auydit = Entity Mame: ABC Uni @
B Complgtensss Checklisy " OPEID: 12345678

1. Are the following itemes, if applicable, included in the attachment of your Compliance

Audit?

= Sprvicer Information Sheet

- Auditor ITmformation Sheot

- Suminary Schedala &

- Susmmary Schedule B

- Summary Schedule C

= Cosrrective Action Plan

= Scheduls of Findengs & Questoned Costs

= Schedule addrassing prior year findings

= Explanation of All Current Year Audit Findings

—_—

Does the Independent Auditor's Report make reference to the examination of reguired

mansgement sssertions?

- Trestifuilsconal Eligsbility B Participation
- Repoating
= Studant Eligiblity
= Dashisr semeents
i = ReFignds f Rabuwrn of Titdae TV
= GAPS B Cash Managemsant
= Perkins Loan
= Adminisirative Capabilaty
= Uploaded document{s) must be in English

- Do not includs Personally Fdenrifiable Informanion ((PIT)

2. Contact Information / Additional NMotes

Plaage let us knew wha BT with QUBSHSNS Fegar

President ) DED Contact
% O

Phone-1

Firmn and CPA Contact
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1.

3.

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

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

& d B9 /\UD!

FEDERAL
STUDENT AID

» Entity Name:;ABC University

.

o + OPEID; 123456TE

Complatenass Chacklist

H Upload Attachments As part of your Annual Submission, you must include an electronic copy of your complete audited

4] ; compliance audit and comective action plan (if applicable). Please use the fields below to upload the
Subeit files that you wish to submit to the Departmant of Education. For sach file you upload, use the

checkhoxces to indicate what is contained in the file. Plaase 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.

Uplcaded documnent(s) must be in English,

Do not include Personally Identinable Information (| 20

File: Choose File | No file chosen

Compliance Audit:
Corrective Action Plan:

LANCEL.)  SAVE_)

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 « Mew folder 22 - i | 9

Mame
# Cuick access
S 1 s
B Bcurenis A long time ago (2)

& Downloads mm Delinguent Letter- (1)

B Pictores m Waiver Exemption Request (1)

FS4 - eZ-Audit + > Today (5)

a. Select Comect folder or directony

@ Servicer information ;
to locate the file.

Development

2019 Release 6.0 Weekly Status Repori # ¥ COfrective Action Plan - Sample
! m Compliance Audit - Sample

- G\
Bl Desktop

@ Servicer Information

mm eZ-Audit Werksheet
Domestic Schools - Draft

FIOS - Updated
Foreign Schools - Draft

@ OneDrive - Collabralink

& OneDrive - Personal

b. Ensure the comect file| & Click on the Open

A This PC nisime:: 5 displ syed button to attach the file.

W MNetwork

v| All Files -

File name: ||

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

(Please note: When uploading another document, please deselect the previous upload type and then
reselect the document type.)
4. After the document has been attached and the file type identified by checking the box, click the “ADD”

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

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

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

o o
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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:

.-S.
FEDERAL
STUDENT AID

@ AURTIONE L AL MANAGEUSERS, [ AQGOT,

» Entity Name: ABC University

r‘— + OPEID: 12345678 4_‘®

3 Completenass Checklit

2 By selecting 'Submit to ED’, the information you have entered on these )
Upload Attachmants 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.

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.
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Change in Fiscal Year End

Change in FY END Submission

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

FSA

E DERAL
STUDENT AID

Change 1n Fiscal Year ubmission

* Transworld Systéem Ine.

Qur records indicate that the current fiscal ¥
e

Transworld System Iné¢. is 05/31/2015.

Enter new fiscal year end: Seiec‘tMonﬂ'r v

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

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

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” 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

roN=
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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:

Semolance Agds = Entity Mame: ABC University
-

Comaleteness Checkiiss * OPEID: 12345678
Upload Astachmenty
St All faics e "o el
1. Indicate the Period Audited | mmy/dd/ yvyyy !
Begin Date:
Ervd Date:

2. Review Auditor Information:

Records Indicate your Current Auditor Is: 1234 ;::::L;::‘_o
YiS NO
Is this information correct ?; '——o
—

Enter Acsditor s TIN
[Optesnal):
Aspcitor s Marmses;

Avschtor Firmm Mammes:
Address 1-:
Address 2 (Optsonal):

State (Optsonal):

Comaniltsy=i Sedect o Country v
Phore @ =
Fax & {Optsonal):
Ermval Adcls o=

——

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

e -+ @D

1. Confirm the information displayed is correct.
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aokroN

o

8.

9.

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.

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

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

10. Click the SAVE and PROCEED button to go to the Closeout Audit Checklist page.
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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:

Complignceg Audit
Compisteness Chacklist
Upload Attachments

June 2021

W VAL L R T T

= !ntlty Hamo: ABC University
'« OPEID: 12345678 4_°

all Fields are reguered,

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 Intermnal Control Over Compliance in Accordance with OMB Circular A-13
« Uploaded document({s) must be in English

« Do not include Personally Identifiable information (PIT)

2. Contact Informationf Additional Notes

Figase (el us know who o contact with gueshiong regarding this submission. —_—
President /CEQ Contact e

Hafme-:

Emgels;

Piharas

Firm and CPA Contact "‘o
Firn MamEs:

Euditor Hamie+1

Ermaed=:
Phone=:

Enter any addibonal notes
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1. Confirm the information displayed is correct.
Ensure all applicable documents are included with your audit report submission.

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

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

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.

4. IMPORTANT WARNING: 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.
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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
STUDENT AID

Closeout Audit Submissior
L. .
Zompliance Audit # Entity Name: Transworld System I

= DPEID:75000100

ompleteness Checklist
Jpload Attachments
submit As part of your Closeout Audit Submission, you must include an electronic copy of your complets
complisnce audit and comective action plan (if applicable). Plaacs use the fislds balow to upload the
f to the Department of Education. For each file you upload, use the
s contained in the file. Please note. all files must be in .pdf format.
Mes May vary gependn: 1 CONMBIToN Spesd h'_': upoad THTwes g'eate-’ :."-5' 1 manute is

- T T PR
resh DEvone Conmnumg.

coMmmon - please wait for page to ne

Uploaded document(s] must be in Englsh,

Do not include Personally Identifiable Information (FII
File: | Choose File | Mo file chosen

Compliance Audit:
Corrective Action Plan:
Other:

=CANCEL.) o SAVE ) SAYEANDEROCEED. )

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 = Mew folder
# CQuick access
# Documents
¥ Downloads 7
&= Pictures
FSA - eZ-Audit
Development

2019 Release 6.0 Weekly Status Repor #

Mame

~ A long time ago (2)

@@ Delinquent Letter- (1)

@ Waiver Exemption Request (1)
~ Today (5)

B Servicer information

@ Corrective Action Plan - Sample

= i | 9

a. Select Comect folder or directony
to | file.

@ Compliance Audit - Sample
g G

BB Desktop

&3 Servicer Information

m eZ-Audit Worksheet
Domestic Schools - Draft

FIOS - Updated
Foreign Schools - Draft

@ OneDrive - Collabralink

@& OneDrive - Personal

b. Ensure the comedt file

Cli the Oy
name is gisplayed heh b ot

butten to attach ﬂTE file.

= This PC

Wb Network

v| All Files ~

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

File name: ||

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

(Please note: When uploading another document, please deselect the previous upload type and then reselect the
document type.)
4. After the document has been selected and the file type identified by checking the box, click the “ADD”

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

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

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

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

NOTE

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

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

FSA g

FEDERAL
STUDINT AID

B Compliance Audit » Entity Name: ABC University
B Complatanass Chackiisy  OPEID: 12345678

o g

gs i By selecting 'Submit to ED', the information you have entered on these
- pages will be sent to the Department of Education.

B Upload Antachments

—

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

1f you do not have the Submit to Ed button, Submitter is not indicated as
one of your user roles. Please see the Manage Users Section of Help.

1. Confirm the information displayed is correct.
Please read to understand and attest that you have met all requirements.
Click on the “SUBMIT TO ED” button to complete your Closeout Audit Submission process. If you do not
have the “SUBMIT TO ED” button please verify that “submitter” is selected as a user role. See Manage
Users for details.
4. The following confirmation of receipt will be displayed on your home page.
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:

¥ EDERAL
STUDENT AID

B Complance Ayde w Entity Mame: ABC University
= OPEID: 12345678

& Felds 3w regured

1. Indicate the Period Audited (mmJ/dd/ vy )

_©
oo »
@

Reason for Stub Audit:

2. Reaview Auditor Information:

Records Indicate your Current Acditor Is: 1234 1'.‘.‘.:'.1;.‘0
YES NO
Is this information correct *:
|

Enter Auditor’'s TIN —
{ Opticnal):
Auditor’s Marme-:
Auditor Firm Marmes:
Address 1=

Address I (Optional):
State (Optional):
Comntry=: Select 8 Country v
Phone &«
Fax & (Opteonal):
Ermail Address-: PR

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

b ABEEL
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1

OB WN:

N

8.

9.

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

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

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

10. Click the SAVE button to ensure all entries are successfully stored by the system for this page.
11. Click the SAVE and PROCEED button to go to the GA Servicer Stub Audit Checklist page.
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Stub Audit Submissions Completeness Checklist
If you successfully entered or saved the information inputted on the Compliance Audit page by clicking on the SAVE
AND PROCEED button, the screen below should appear. This page can 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:
| pmmahigroy Aods = ARG University

| Camelstaness Sheglliss ‘OPEID: 12345678
| uplcad astachments
| Saberit

Al Flgidy pre Peguree
1. Are the following itere, i applicalbde, inchaded in the attackhment of yowr Compliance
Aoadin ™
—

- Servierer Imfosmution Shest

- Auditor nformation Sheet

- Susmwnary Soheaduls A

- Saprmwmaary Schedude B

- Susmwenary Schedlle

- Cosrective Actiken Plan

- Srhedule of Fndings & Qusctionsd Coste

- Srhedale addressing pricr year fendiings

- Explesnasticn of All Current Yesr Audit Findings

Cees the Independent Auditor s Report make referencs to the sxamdnaticon of reguinred
Mmansgemment sssertons?

- Inestitwkscnal Ehgibility & Partiecipaticn

= Rapeoartimg

= Shadent Fhgibediny

- Dizkusrzements

= Refunds/ Return of Tithe TV

- GAPS K Cash Manasgement

= Perkans Loan

= Addmmarsutrative Capabildy

= Uploaded docwusmant{s) nust be n English

Do not incdlude Personally Tdentifiable Inforomecion (FIT)

2. Contact Information /Additional Notes

igase b us Lne b ES COMUBCE i QUESTSNS reganding this

Presicent /CEQ Contact
Prmerreers
Ervinii-

.

Firvn aemed TR Coswbaect 3_@
oo Sz

June 2021 51



Fe deral Stude nt/ PROUD SPONSOR of

U.S DEPARTMENT of ATION

Step -by-Step Guide to Using eZ-Audit For GA Servicer

ok

Confirm the information displayed is correct.

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

documents attached are in English and do not contain any Personally Identified Information (PII). To

view what is included in 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.

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

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

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

FEDERAL
STUDENT AID

0 Compliance Audic = Entity Name: ABC University

B Compleseness Checklis: OPEID: 12345678

B Upload Astachments ‘\o

u M Az part of your Stul AuSit Submission, you muat inciole an clectronic copy of your camplets

comghanse sudd and corrective aclion ples (7 appicabie). Flesse uie Whe Teids Delow (o upgosd the

t you wish (o submit to the Department

xes to indwcale whal is

zomman - pleaze wail for sage 1o refres

Upiosded docurment{s) must be i Erglisk

Eile: | Choose FileMNg file chosen

Compliance Audit:
Corrective Action Plam:
Other:

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

on the next page on searching and attaching document.
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Organize - Mew folder 22 - i | 9

Mame

# Quick access
s 1 i

R A A long time ago (2)

# Downloads mm Delinquent Letter- (1)

B Pictures m Waiver Exemption Request (1)

FS4 - eZ-Audit + ~ Today (5)

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

- Servicer information

Development

2019 Releace 6.0 Weekly Status Repori # ™ —ofrective Action Plan - S"”"i"/
G m Compliance Audit - S5ample
-2 G

Bl Desktop

@@ Servicer Information

mm eZ-Audit Werksheet
Domestic Schools - Draft

FIOS5 - Updated
Foreign Schools - Draft

@ OneDrive - Collabralink

@ OneDrive - Personal

b. Ensure the comect file S
% e e c. Click on the Open
= This PC et e button to attach the file.

W Metwork /
>

File name: || i~y ~| | AN Files “

Cancel

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

Information (PIl). To view what is included in Pll please hover the mouse over the work PlII.

(Please note: When uploading another document, please deselect the previous upload type and then
reselect the document type.)
4. After the document has been selected and the file type identified by checking the box, click the

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

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

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

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

No

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

NOTE As part of your stub audit submission, you must include an electronic copy of your
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Stub Audit Submission-Submit

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

FTEDLIRA.IL
STUDINT AID

0 Compliance Audit » Entity Name: ABC University

B Compleseness Checidist " OPEID: 12348678 .‘o

B Ugload Anachments _

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

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.

AUEMIIRED.

Confirm the information displayed is correct.
Please read to understand and attest that you have met all requirements.
Click on the “SUBMIT TO ED” button to complete your Stub Audit Submission process. If you do
not have the “SUBMIT TO ED” button please verify that “submitter” is selected as a user role.
See Manage Users for details.

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

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

NOTE You will have read access only once submitted.
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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
* OPEID: 12345678 W—

L Once all fiels) have been uploaded, select

ur home page without soveng or submatling v

File*; Choose File |

DD

Waiver/Exemption Requested =
for FYEs; (—electFYE - ¥

By clicking the ~“Submit to ED™ button below, I certify that I am
the individual currently signed inko this system on behalf of the
entity, and that I am suthorizéd to submit this infermation on
behalf of the entity. I also certify that, to the best of my
knowledge and beliel, all information in this document is brue and
correct. 1 understand that if the entity provides false or
mislesding information, the U.S. Department of Education may
terminate the entity’s eligibility to contract with any institution to
sdminister any aspect of an insbitution’s participation in any Title
IV, HEA program. | slyo understand that I may be subject to & fine
or not more than 525,000 or imprisonment of not more then five
years, or both, for misinformation that is material to receipt and
stewardahip of federal atudent aid funda

By clicking the “Submit to ED" buthon below, 1 certify that I am
not in default on & federal student loan or that T 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 Help

~EANCEL.,  SUAMTTOLD.
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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 5 Downloads v 0 > T @

Mame
7 Quick access
~ Today (5)

& Onelrive - Collabral ) )
m Servicer Information

s OneDrive - Personal & Servicer information

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

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

~ Along time ago (2}

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

b. Ensure the comect file

Click on the O
name is displayed s

button to attach the file.

File name: || ~| | AN Files 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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STUDENT AID

Create Exemption Request
*»  ABC Universit
" OPEID: 12345678

Waiver/Exemption Requested —
for FYEe; [~ StlectFYE -~ ¥

MMM —

jampie.paf Reguest document SBEMLER

O

By clicking the “Submit to ED™ button below; I certify that I am
the individual currently signed into this system on behalf of the
erntity, and that 1 am avthorized to submit this information on
behalf of the entity. I also certify that, to the best of my
krowledge and belief, all information in this document is brue and
correct. 1 understand that if the entity provides false or
misleading information, the U.S. Department of Educstion may
terminate the entity’s eligibility to contract with any institution to
adminmater any aapect of an institultion’s participatron in any Tile
IV, HEA program. I also understand that I may be subject to a fine
or not more than $25.000 or imprisonment of Aot more than five
years, or both, for misinformation that is msterial to receipt and
stewardahip of federal student sid funds

By clicking the “Submit to ED' button below, 1 certify that I am
not in defasult on a federsl student loan or that 1 have made
satisfactory arrangement to repay it

If you do not have the “Submit To ED™ button below, the
Submitter is not indiceted a3 one of your roles. Please see the
Manage Users Section of Help

O @

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:

FSA

FEDERAL
STUDENT AID

Addition formation Submissior
ABC University
OPEID: 12345678 -
To submit additional nformalion, you must select & submission from the drop-Gown Box below o associate it with. Plesse use

the sdditiongl fmlds to upload the Mies thet you wish o subest to the Dep t of Educalion. Plgase mote, o files must be n
paf formal

Submission to Associate With*: | — Selact s Submizsion - ¥

ol;tp; Choose File | No file chosen 0'“

Confirm the information displayed is correct.

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

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

—_—
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« « 4 % s ThisPC » Downloads v 0 == - [H @
Mame
# Quick access
~ Today (5)
@ OneDrive - Collabral ) .
@@ Servicer Information
s OneDrive - Personal @ Servicer information
m ef-LAudit Worksheet a. Select Comect folder or directory
A This PC to locate the file.

m Corrective Action Plan - Sample
W+ Metwork m Compliance Audit - Sample /

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

b. Ensure the comect file
name is displayed

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

—

File name: || | | AllFiles

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

June 2021 60

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



Federal Student Aid

AN OFFICE of the US. DEPARTMENT of EDUCATION

PROUD SPONSOR of
the AMERICAN MIND™

Step-by-Step Guide to Using eZ-Audit for GA Servicer

~ lLetters/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:

FSA

FEDERAL

STUDENT AID

OTHER LINKS

* Deet. of Education
* Schools Portal

Home Page
s Entity Mame: ABC University

« OPEID: 12345678 i\o

P AL —

* Your Fiscal Year End 04/30/2020 Annual
Submaszion i due on 1/31/2021.

* Your FYE 02/28/2019 Annual Submissicn
submitted on 04/10/2020 16:44:48 has been
reviewed and s complete.

Compliance Audit: The compliance audt contang
findings. Click here to view the Fingl Audit
Retermunphion Lether,

® Your Change i FY End Submission submitted on
04/08/2020 09:34:16 has been approved.

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

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.

June 2021
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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.

FSA

F D F R A

T ATUDENT AID

R AT ARNUAT ST S S TN . » ABC University OPEID: 12945678
* Resubmit FYE 08/31/2019
aArmual B g ginn
# i ‘) . .
2 * Your Fiscal Year End 03/31/2019 Annua
"Shacgg F Yoy £rd Submissian 1 overdue
our Fiscal Year End 03/31/2020 Annua

brmission is due on 11/30/2020
ut FYE 05/31/201% Annual Submission
submizted on 06/03/2020 13:21:38 s incompiete

: 2 The Incomplete Letter must be viewed before

Resubmission
® Yoyr Stub Audtt Submission submitted on
IO STOMCAL ABMEHONS,/ 057132020 09:%:456 has been received. Review

of yO SUDMusitn Als AOT yet e
*Yoyur Change in FY End Submission submitted on
Q4/27/202C 06:32: 16 has Daan BpDroved

ADMINISTRATION
* Usdme M

OTHER LINKS

* Dest. of Education

2. Click link to view Incomplete Letter. Incomplete letter will provide information regarding thereason(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

06/01/2020 12:19:11
OPE ID: 12345678

ABC University
Egyetem ul
Piliscsaba, ,

Dear |

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 Departrment determined that "eodopdnocbioduin University's submission is incomplete or in errer for the
'Following ressons):

Compliance Audit
e - Compliance Audit is not viewable.
& - Corrective Action Plan is not viewabla.

Please resubmit the compliance audit anCOEOBOGOCRDEINROMNEithin 7 mlendar days via eZ-Audit at htp:/\wew. ezaudit.ed, gov/.
SBdomsoouEeksnobatnoks University is advised that until an acceptable compliance audit is received, the institution is not in
compliance with the audic submission requirements zar forth ar 34 C.F.R. § 668.23. If the Dapartment does not receive an acreptable
compliance audit, Bdoodnedhenchiodomix 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 initisting adverse action against the instivution, 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 awdit may cause tha
Departmant to determine that the institution is in vielation of past performancea provisions set forth at 34 C.F.R. § 568.174(a)(3),
resulting in, among other things, provisional certification, the posting of a letter of credit (not applicable to public institutions), and
placement on a heightened cash monitoring payment method.

If you have any questions regarding the compliance issus(x) addressed in this [etter or the resubmission of your Annual, plaass
contact the eZ-Audit Help Desk at (B77) 263-0780 between the hours of 9am and Spm EST. When prompted, choose option 2 for
incomplete letter,

Your immediate atvention to this matwer is greaty appreciated.

Sinceraly,
U.S. Department of Education

Federal Student Aid
Program Compliance

1. 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: 12345678

@A A —

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

) Ww * Your FYE 04/30/2020 Annual Submission
Submission submitted on 06/05/2020 09:20:37 is incomplete.

* Create Closeout Audit Submission i i

g £ The Incomplete Letter must be viewed before
me Resubmission

* Sybmit Additional Information * Your FYE 04/30/2019 Annual Submission

submitted on 05/21/2020 11:59:09 has been

WYIEW HSTORICAL SUBMISSIONS ) réceived. Review of your submission has not yet

started.

2. Click the Resubmit link from left navigation area.
3. 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

N TCREATE ANNUACSUE MISSTONSE » Entity H_‘mq-: Urivorzity of XYT
*Cr Py 2 Annual + OPEID: 12345676
SDMIESOn

B TUTHER SUBMISSION G

® Change Fiscal Year End Date

* Create Exemption Request * Your Fiscal Year Ernd 10051000 8 Ancaasl

e Submission is overdus,

Create Closeout Audit Submissic Chck hara to view the Delinguent Letter
thr I Poadl N The Delinquent Letter will be viewable unlll‘_®
" Create Stub Audit Submission R e

4 103172004 Ar

- i " i | H JOITHE S0 el g (W]
Submit Addittonal Information e S St Do :

The Delinguent Letter willl be vieveable unthl

the submission s complete

ADMINISTRATION

* Update My User Profile
= View Institution Profile

OTHER LINKS

= Dept. of Education
= School |

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

Date: 10/31 /2004
OPE ID: 77889900
TIN: 000000070

Cir Froprietary
Proprietary Schoal
1234 Proprietary Lane
Proprietary, D, 12345

Dear President:

Pursuant to 34 CFR 665.25 of the Student Assistance General Provisions regulations, an
institution participating in any Title I, HEA program must submit annually to the Secretary,
its compliance audit and audited financial staterments no later than six months after the last
dawy of the institution’s fiscal year.

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

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

If we do not receive the required submission within 10 davys of your receipt of this letter,
wour institution may be subject to assessment of liabilities for all unaudited funds for the
audit period and other appropriate action noted under 34 CFR 665, Subpart G. If vou have
already submitted your compliance audit and financial statements for the fiscal year 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 Dperations 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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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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