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

How does eZ-Audit work?

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

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

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

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

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

How does eZ-Audit Benefit You?

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

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

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

Web forms will contain pre-populated fields.

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

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

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

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

Who at my entity will use eZ-Audit?
o 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
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
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What role should my auditor play in eZ-Audit?
You may choose to ask your auditor to serve as a Data Entry User of eZ-Audit. This means that your auditor
would complete the fields in the system, and attach the audited documents in the non-editable PDF format.

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

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

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

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

that he/she do one of the following:

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

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

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

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

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

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

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

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

Welcome to ef-Audit

WARNING:

You 3re accessing 2 UL, Federal Government computer system intended to be
solely accessed by individual users axpressly authorized to access the zystem by
tha U.S, Depariment of Education. Usage may be monitorsd, recorded, and/ar
subject to audit. For sacurity purposes and in crder to ensure that the system
remains available to zll expressly authorized users, the U.5, Department of
Education monitors the systam ko idantify unautherized ussrs. Anyons using this
=ystem expressly consents fo such monitoring and recording. Unautharized use
of this information system is prohibited and subjeck to criminal and civil
penalties. Except as expressly authorized by the U.5. Department of Education,
unaudthorized sttempts to access, obtain, upload, modify, change, and/or delete
information on this system are strictly pronibited and are subject to criminal
prosecution. under 18 U.S.C § 1020, and other applicable statutes, which may
result in fines and imprisonment. For purposas of thiz system, unauthorized
access includes, but is not limited ta:

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

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

If =ystem manitoring reveals information indicating possible criminal activity,
such evidence may be provided to l3w enforcement persannal,

| Accept B Continua «— (\1)

Fules of Eehavi/

The following Rules of Behavior will be displayed when you click on the link

June 2021 6




PROUD SPONSOR of
the AMERICAN MIND ™

FederalStudent Aid

Am OFFICE of the U.5. DEPARTMENT of EDUCATION

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

+
For Official, Approved Use only - The eZ-Audit system Is funded by the Government to support various
programmatic efforts needed to accomplish the FSA mission. As such, these resources are to be used only for
official Government business, Users should remember that when they use the 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 avolided.

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 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, &.g., law enforcement personnel.
Use of EDYFSA 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 iImplementing 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 personnel are and how they can be contacted.

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

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

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

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

Ensuring that system media and system outputs are marked according to their sensitivity and are 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.
Notifying management before relocating computing resources.

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

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

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

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

F E O E R A L

STUDENT AL

s=mrmame and pass
If you mr= nob =«

eZ-Audit Update: Common
Submis n Errors

Frequently Asked Questions

EF-Audit Step-by-Step Guides

Steps to Creating an eZ-Audit

Submission

Cresting_ e PDE

Email =Z-2audit Help Desk at
Fuaersudit@ed.giaw

Mainbenance - T

"Dlscli:llrner = This sibe= use=s

P E T

Informal

odm o =end FSA in c-r—n:[-:r-

™ =
SEB .23 :-:-5 25{p). 34 CFR

2Ca
the skabus of your individusl submission of this ferm, please contack .S, °
Ti Baker

T 4id: B30 =L Sireel M.

OMB Clearance Mumber 154
Expirstion Date O

Federal STude
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n Collecked from Yous
incloding persons
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1. Enter the username provided to you by email during the registration process.
2. Enter in your password or your temporary password if this is your first time using this site.
3. Single click the LOGIN button-this will take you to your entity’s homepage.

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

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

=

FSA

FEDERAL
STUDENT AID

In order to use our automated password reset, yvou are reguired to select
two (2) challenge questions and provide the answers to gach. Please note
that the answers are case sensitive and will not be visible as you type
them,

When you have finished your selections, chick the Submit button to go to

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

11
v (2)
3 |

o SUBMIT )

b S Erepartment of Education

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

1. Select a challenge question from the first drop-down list. You will have the following
selection: Challenge Question List 1:
. What month is your mother born?
What is your father’'s middle name?
In what city was your mother born?
Which hospital where you born in?
Who is your favorite author?
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2. Type your answer to the question you have selected.

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

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

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

them in.
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Update My Profile Page

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

= =
FS A B /\UDIT

FEEDERAL
STUDENT AID

Update My Profile

@ i B NFORMA ON
Please take a few moments to review the information we currently
have on file and update any incorrect or outdated information.

1If you 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: Hix

Email Address: w Prod{@fix.com

Re-Type Email Address: l

Office Phone: 1234567830 | ext.
Fax ‘_—-
RN B 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(<,>,?,§, etc.).

New Password:

Re-type New Password:

1. Type in your new password.
2. Re-type in your new password.
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B CHATTENGE QUESTTONS ==

Choose from the following drop down menu.

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

SAVE.w) eRESELow)

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

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

l.
STUDENT AID

Welcome to eZ-Audit

- X
Welcome to the eZ-sudit Y e e — 'rﬁ e 5
website. If you are reagistered to 7 > +t - ’E T T S I_ i
use this site, please enter your Tt Pr———————
username and password to login. —— password> |
If you are not 3 registered user —
please refer to the registration =LOGIH )

instructions . If you have -u
forgotten your password, please e

click the forgot password link. If = SEAS] Forgot Password?

yvou have forgotten your 3 ey ‘_@
username please contact your ¢
Institution Administrator or the

eZ-Audit Help Desk for support at

(877)263-0780. =

eZ-Audit Update: Common
Submission Errors

Frequently aAsked Questions

Steps to Creating an eZ-audit
Submission

Creating a PDF

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

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

FEDERAL
STUDENT AID

_J’@l RONFORMATION

[] check here if you are an institution user

Username: | | 4_—@

DPEID: | |

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

Enter your username.

Enter the OPEID of your entity.

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

o=~
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Challenge Questions:

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

L —

3 A 2 UDIT

FEDERAL
STUDENT AID

fil ENFURMATION
Please answer the following questions to successfully reset your
passward,

YWhat month was your mother | |
born in?:

What is your favorite color?: | |
& SUEMIT

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.

Departmier

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

STUDENT AILD

Hi me Faoge

(PR IRSILES . , fotity Name: University of XYZ
« OPEID: 12345078

L] F"'
Sgbmission
JE R A ——
* Change Figcy! Year En * Your Exscal Year End 04/30/2020 Annual
: Subm:ssion 5 due on 1/31/2021.
* Create Exempbion Reapest 5
Submission * Your FYE 02/28/2019 Annual Submission
submitted on 04/10/2020 16:44:48 has been
* Crepte Closeout Ayds 25 reviewed and i complete
*er A el Complance Audit: The comphance audt contans
findings. Cligk here to yigw the Fingl Aydit
* Submit Addibonal Inf } Determengtion Letter,
* Your Change in FY End Submission submitted on
UDIATTONCA ABMINONS, 04/08/2020 09:34:16 has been approved.

* Your Change in FY End Submussion subm tted on
04/04/ 2020 05:49:09 has been approved.

ADMINISTRATION

* Uopdate My Usar Profils
* View Institution Profile

OTHER LINKS

* Deat. of Education
* Schools Porta

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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FEDERAL
STUDENT AID

eZ-Audit Logout

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

Click hare to log back inﬂ——@

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

NOTE Your eZ-Audit session will automatically expire after 30 minutes of inactivity. If
you have not saved your work when the session expires, data will be lost.
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My Profile

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

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

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

NOTE J

FSA BV AUDI
- @

FEDERAIL

| 40G0uT

STUDENT AID

JPr A A ALA  s
~Cn 4/30/ Annual
e lle] g
LEe A LA R —
* Change Fiscal Year End Date

* Create Exemphion Request
E!lmlgl n

ol oy i ut Audit Sy 551
" B MISSion

» m ik i Inf 1o

ADMINISTRATION
» Wiew [nstitubion Profile
OTHER LINKS

* Dept. of Education
» Schools Portal

June 2021

w Entity Name: ABC University
= DPEID: 12345676

JW__

® Your Fiscal Year End 04/30/2020 Annual
Submuission is due on 1/31/2021,
Youwr FYE 02/28/2019 Annual Submission
submitted on 04/10/2020 16:44:48 has been
reviewed and 5 complate,
Comphiance Audit: The comphance audit contains
findings. Click here to wiew the Fingl Audit
Determination Letter.
Your Change in FY End Submission submitted on
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.
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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:

L
STUDENT AID

Update My Profile

(i . OEMATION
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 Email Adress and Re-Type Ermail address fields, If no change is
rnade to the email address, the email address passward will not'change,

First Mame: IInStitutiDn

Last Mame: |User'l

Email Address: |user1@n0npr0.edu

Re-Type Email Address: |

Office Phone: [202-123-4867 ey |

Fax: |
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B T T TR TN O

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 (&
English lowercase letters (

— Westernized Arabic numer; o-97.

— Mon-alphanumenc special characters such as |,@,#,%,% . and ..

Password cannot contain a space{s).

The password must be different from your previous twenty-four passwords.

Important: Do not use your user ID, name, or this system name.

Old Password: |
New Password:

Re-type New Password: |

B TCN AT ENGE OUES TTON S

Choose from the following drop down menu.

|In which month was your mother born? v |

[What is your favorite color? v |
5 AVE J RESET J
Take a moment to review the information on this screen for accuracy. If changes
NOTE need to be made, update the information as necessary and enter any missing
information. Remember to SAVE your changes!!!
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Change Challenge Questions

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

ORI TNGE QUESTTON S

Choose from the fellowing drop down menu.

IWhatmDnth was your mather barm in®? Vl e
|What i your favorite colar? v | 0
AVE ) RESET )

Wb il

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.

oukhwh=

NOTE All answers are case sensitive. You will not be able to view the answers as you type them in.
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Change Password
To change your password, repeat the My Profile step. This will take you to the Update My Profile page. The

screen shown below should appear at the midsection of that page:

B TCHANGEPASS WOR D .

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

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

— English uppercase letters I.'—-.;',:
— E-"gl sh lowercase letters (
— Westernized Arabic numeral
‘J n-alphanumenc special c"ara‘-te":— such as ' @, ,%$.% .. and ..

Password cannot contain a space{s).

The password must be different from wvour previous twentv-four passwords. @

Important: Do not use your user ID, name, or this system name. ~
Old Password:

MNew Password:
Re-type New Password:

_J@mlm__l LN =
Choose from the following_drop down menu.

In which month was your mother born? v ’7
What is your favorite color? v

._§- ,m:g_..;_ b ESE L) @

Type your old or temporary password.

Type your new password.

Retype your new password.

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

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

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

fsaezaudit@ed.gov or by calling 1-877-263-0780.

arON~
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Navigation
To move from field to field in the eZ-Audit system, simply press the Tab button on your computer. This

takes you from one field to the next.

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

& = C i testezaudited.gow/EZWebApp/institutionHome.do
‘I L

F ) XUDI
TEDLRAL = @y AVDILMOME, | JHELE . MANAGE USERS [ LOGOVT,
STUDENT AID

Home Pagi

L i . s Entity Name: University of XYZ
« OPEID: BODDOGDT
"o FY o/ annual
U BITHES DN

B A —
® Your Frscal Year End 04/30/2020 Annual
Subrmissian is due on 1/31/2021.
* Your FYE 02/28/2019 Annual Submassion
submitted on 04/10/2020 16:44:48 has been

. Audi Mizs0n reviewed and 5 compliste,
e by Audi (e Compliance Audit: The comphance audit containg
findings. Click hare to wiew the Fing! Audit
* Submut Additional Information Determination | atter,
* Your Change in FY End Submussion submitted on
YRR HSTORIAL SLBMESIORE. 04/06/2020 09:34:16 has been approved.

* Your Change in FY End Submiss:on submitted on
02/04/2020 065:49:09 has been approved.

ADMINISTRATION

* Update My User Profile
* View Institution Profile
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Data Edits

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

FSA
= @ AUDITHOME, | L HELE . MANAGE USERS [ LOCOUT,

EDERAL
NIUI)[I\I AlD

——— Lender servicer UG Annual Submission
n mw » Entity Name: ABC University

8 Completaness Checilist * OPEID: 12348078

B Ucload Attachments hmor(s)

e Field: 1. Is this submassion covenng multiple Lenders” 1s required and cannot be
left blank

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

e Field: 4 Was the Student Federal Family Education Loan Program? 1s required and
cannot be left blank

« Field: 5. Does this A-133 repont contain any findings related 1o the Federal Fanuly
Educanion Loan Program (FFELP)? is required and cannot be left blank

0 Submit

FEDERAL
STUDENT AID

w Entity Nama: ABC University

A— . s OPEID: 12345678

n M Eng[[\-\,:.

B Completeness Checkiist « You have not comrected etrors on the Compliance Audit Information, Checkbst, Upload Arachments pageds)
B Uplgad Attachments Please go back and comrect all errors prior to submutting to the Department of Educanon

8 Submit

June 2021 27



Federal Student PROUD SPONSOR o

CE of the U5 DEPARTMENT of EDUCATION

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

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 ezZ-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:

FLEDERAL
STUDIENT AILD

AUDIT
Om_m‘.w%._m

R AT P A NN AT TN TS S TOR S s Entity Mame: ABC University
« OPEID: 12345878 -
“ Sreate YL QS/30/2020 2004 e
S yubm s500

IR AR e —
L b ———

*Changs Figcal Year End Date

ADMINISTRATION

* Undate My User Profil

= View [ngttuts Profil

OTHER LINKS

* Dent, of Education
* Schools Poctal
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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:

FEDERA.L
STUDENT AID

% Entity Name

OPEID:

mith n mith01

1. Click on the DELETE USER button to delete a user from the system.
Click on the “ADD USER” button to add a user to the system.
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FEDERAL
STUDENT AID

Add User

J%. RTINFORMATION

Fields denoted by an asterisk (<) are reguired.

First Name: -
1 Fr——
Last Name: -
OPEID: E0000200
Email Address: -

Re-Type Email Address: -

Office Phone: - | Ext.
Fax:
Note: OPEID required for Institutional Users, Case Team required for Audit Specialist

Casze Approval, Case Assigner

ent, Case Team Administrator, and Financial 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.

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

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

June 2021 30



PROUD SPONSOR of
the AMERICAN MIND ™

Federal StudentAid

# OFFICE of the U.S DEPARTMENT of EDUCATION

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

Entity Profile Page

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

STUDENT AID

_IWMWL w Entity Name 0iG University - @

oD B0123456

* Cregte FYE 05/31/2020 Annypl
Submigsion

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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»eZAudit Home +Entity Profile

Institution Profile
» ABC University OPFEID: 12345367

The information on this page is read-cnly.
e, SN 10
Type of Entity: Lender Servicer
Address: 92 WASHINGTON AVE
Address:
City: ALBANY
State: NY
Zip/Postal Code: 12255
Phone Number: 0000000
Fax Number:
TIN: 000000000
DUNS Number:
Fiscal Year End: 07/31/2019
President:
President Email:
Financial Aid Admin:
FAA Email:
Primary Accreditation Org.:
Other Accreditation Org.:
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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.

¥ ABGC University OPEID: 12345678

Fiscal Year End Submission Type Subrmdssion Date Institution Type
] MSA Changs in Fiscal Year End O5/08/2020 Lender
= 04/30/3019  Annuasl 05/21/2020 Lender
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Section 1: LENDER SERVICER OIG AUDIT GUIDE

Lender Servicer OIG - Annual Submission

To complete your institution’s annual submission, complete the LOGIN step. This will take you to your
institution’s eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Create Annual
Submissions”. Please check to see that the FYE on the link matches the FYE of the submission that you wish
to create. If it does not, please contact the help desk at 1-877-263-0780 so that this problem can be rectified.
Please note that submissions created on the incorrect link cannot be accepted. If the link for the correct FYE
appears, click on the underlined text “Create FYE Annual Submission”, and then the screen below should

appear with your
entity’s name:
NOTE If you are login in for the first time you will not see the see the Create FYE
XXIXXIXXXX Annual Submission, you need to complete the Change Fiscal Year End

Date request first. Once it is approved you will see the link for the Annual Submission.
The user will be asked about the type of Gateway question before proceeding to the Annual submission.

FSA |

EDE R AL
'«llII:rIN-I Al

S AUDITHOME | o s HELR. [ MANAGE USRS | [ A0GOUT

ARG U !
w Entity Mame: e

= DPEID: 12345678

What type of Engagem=nis

) Standard Engagements
! Alternative Engagements .
! Combined Fnl;r'pq-nrlu:lnh:
Tt UBMIT ) o CANCEE ) HEHU

Confirm the correct information is displayed correctly.

e Y0 ubmitting

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

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

o prod =
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Annual Submission Compliance Audit Information

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

FSA ”

STUDENT ALD

ender Senicer OIG AGC Annual Submissior
| Complance Auds w Entity Name: ABC University
| Somoistensss Checiliss + OPEIDW 12345670 -_o
I uolopd Attachorenty

1. Is this submission covernng mullipls Lendesrs?

Yis NO .—o

2. Indicate the Peariod Audited [ mm/dd/ vy

Begin Date: 40172018

End Oate: 0XIT2020 o

3. Review Auditor Information:

Records Lndicate yous Current Auditor 151 test 43534342 "o
Is this inlormation correct ) Q———o

Enter Acditor’'s TIM
(Optaonal):
Auschiton s Mame=|
Aapchatcn Fanym Mamme-;
Address 1+1
Address 2 (Optsonal):

City=1
State (Optsonal): ?——o

Coumitry=| elect & Country
Phone #-;

Fax ® (Optscnal):

sl Adhde wase

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

ves "0 ._o
e P o

June 2021 35



rthe AMERICAN MIND ™

F‘Ed era | S!:LI de_nt iId PROUD SPOMSOR of

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

Guide

—_

o ok w

N

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

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

to add more entity in the Lender table.

If ‘Yes’, follow the steps in section ‘Adding Entity to the Lender table’.
Begin date is the beginning of the audit period.
End date is the end of the audit period.
This is the auditor on file with the Department of Education.
If the auditor’s information is correct, no action is required. If incorrect or this is a new
auditor, please select NO, and update with current information.
Please fill up all the mandatory fields. When Country is “United States” then TIN and State
are required fields.
Does this Compliance Audit contain any findings related to the Federal Family Education
Loan Program (FEELP)?
IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last
time you saved your work.

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

11.

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

Adding Entity to the Lender table

T EDERAL
STUDENT AID
Lender Servicer OIG AG Annual Subm

L e—.
0 Comoliance Auds w Entity Name; ABC Univeraity
B Comaistensss Checkigt * OPEIDy 12340678

0 Subma

1. Is this submission covering multiple Lenders?

* YES NO q..___o

—Q
Add Lender OPEID: 7000200

To add tha Lander OFEID Lo the table clich on Save button balp ‘-o

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

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

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

FSA

FEDERAL
STUDENT AID

D ARILHOME . o HRE. o MAMACLUSES, [ MOGONT.

— Lender Servicer OIG AG Annual Submission comeuance aubl
) Comeliance Auds » Entity Name: o Uy

1 Comaleteness Checkhat * OPEID: 12345678

) Ugoad attachments *\o

) Submit

1. Is this submission covering multiple Lenders?:

» YES NO q—ﬁo

YORK ALBANY NY

EDU

HIGHER E
70002700 | COSTEP EDINBURG T d‘/

Add Lender OPEID:

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

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

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

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

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

Standard Engagements Compliance Checklist

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

t 1 lEl A1 - A&m.m,!;m_mw
sTUDIENT AL d
\ il 1ST

O Covclarce Augs - Entity Manne ABE University

u : a :: - l I: = O TD 2345670

B ycicag attacn—enty
O subms e

1. Are the following termm, il applicable, included in the attachment ol your
Comnpliance Audit ?

The report pachage lor Standard Engsgermen ts rves ot i bude —

§ zarmwnatsen L evel Beport On Complusrs e With Specdied Reoguers soreents (A tac herent 1)
S sl of §arclirg

Saprrwriary S hedule on the Rewcolution of Pros | ngegerment Firsdesgs

Lensder ared Audetor nformateon Sheet [ Attac ot 4) Q
HManagenment Hepr esentatcons and Mansgenuent Az sertaons | At hoeant 3 )

Comvective Actsn Plan

Ay Separ ate report on losed, dlegel scts or strre subrretied wsder the proxedus s n
2.10

Arvy Mansgerent betters mued to the bersder « one svneng the srgsgerrsent
Ubprbos ambe] ahos umveeet (5] remrst bee o £ rsgleshy

Do ol irwe buade Porvconely |deotdoabde |rdormateon (P11) -

7. Contact Information / Additional Notes

Preosident / CEHO Contact

Firm and CPA Contact O
aa

- P _»
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W=

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

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

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

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

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

T E D RoAlL
STUDENT AT

al mission IECKELIST
B Complance Audis v Eotity Masse: ABC University@g———
a . 0:110.1‘5"3456?3
B uUpload Attachments
O submit &ll fimidas are feguired

1. Are the following itermm, if applicable, included in the attachment of your
Cosnplimmnce Audit?
The report package for Alternative Engagements must include:
- Agresd Upon Procedurss Report (Attachment 2):
. Agreed-Upon Procedures and Results { Attachrment 3);
= Landss Services Attsstabion Lngagervesnt lepeost:
Survsrvar y S beecdule o the Resolution of Do Eogagerent Fioddimgs:

FFEL Program Lender Compliance Attestation Engagenent Guikde January 2011 Page 40 of
o

- Lenvider and Auditor Tonformuation Shest (AtLac hivsent 4))

- Mansgemwent Reps esentations sod Mansgensent Assections [Alttachossnt 5]

- Corrective Action PFlesng

. Any Separate report on fraud, illegsl scts. or sbuses submitted under the procedures in
2.103

- Any Manageomant lotters msusd to the lendar concerning the sngagesrmesant

- Uploasded documrmat{s) st be s Eeglish

Do not includs Personaelly Tdectifiabvds Frformmation (PIT)

2. Contact Information /fAdditional Notes

Hlasse lot us kro e B0 contact with questions regarding this submisslor
Prasident/CED Contael

Natre-d ]

|

oh ..| |

Finem and CPA Contact

o Neames |

o Pearries |

[
Ema- { ]
g | |
FErter any additionsl notes /

T T kAL MAVE. . SAVE AMUPKOCLLD.

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

wh =

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

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

Click the SAVE and PROCEED button to save all entries and to take you to the Upload
Attachment page.
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Combined Engagement Compliance Checklist

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

FEDERA.L
STUDENT ALD

omioce msie s = ity Maree: ABC University

B Coerplytergyy Chechige - OFEIDY 12345678
U urload sitachrrents
B S brres L1 FiEads aw W -t

1. e the Follorering e, appelec sbide, v luded im thee st ot of gy
Tl barvcm Aodsl ?
The report pacbhege for Combrmed @ ngegerments mrsest s buafes

o F omawrmrnat i  eved gt (o srerageie s w Wit S of nemcl Bl [ A R T L}
o i Framlnale sl Ferelerega
B AL g R P T B e L A TRl

- Bz weed - Liguosrs Py o wabuss wn et Basaslin | AFLss el 5}

- Lk il G e e A bl Sy F oA rreeril R 1

- Smaveveas y oo bveatude om Uhee Mescdatiosn of Pasos §oegesgerresst § ey

» Lawabes arud Aascdibos Tnformatson St | At b 4) @
B T e N T L L e TS T L PR IR

- g e i Bs G Tl

. By et sle tmpeorl o Praud dllegal scte (w alnase sslevst e ursdes e e o oo es s
Fa L

- By Flariaguerreervl lod B s tmtosmnl B bl lerabes « cnrier oer rrveag §Fun e sy o)
- Unplosdad de st (5] rvmsst b wn §nglvah

e Aot s bisde Persons @y [dertihable [~forreusteon (001)

2. Carmtact Irforrvuet o) Sdditiamnasl Motes
Pleaie let s b a2 Rt w7 Juestoes regerdiog tfo muabevaseas
Preudent (O CED Contedt

-

Farrm send CFA Coml st
o S
]
s

- P

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

wh=

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

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

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

(N T A LT R TR T T
ETANESE =T A)IE
ruids o | ¥ A i A G | 1 J i
1 Cemelance Al = ety Masms: ABC Univorsity
3 Comoietensns Checkisl * oPEToy; 12345678

ek et —

Filss | CROOME Fﬁ/ﬁu £ Pl

Copmypli @y w Basalid
Cinrdws Tiwe A Venes Flan J
Fafras

~ C
3

A A MR ERRCLLD..

—

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

W Quick access
¢ Decuments
4 Downloads
= Pictures
FSA = ed-Audit

Development

2019 Release 6.0 Weekly Status Repor #

g G\

Bl Desktop
Damestic Schools - Draft
FIQS - Updated

Foreign Schools - Draft
@ OneDrive - Collabralink
@ COnelrive - Personal
“ This PC

& MNetwork

Mame

~ A long time ago (2)

@ Delinquent Letter- (1)

o Waiver Exemption Request (1)

» ~ Today (5)
¢ B Servicer information
m Compliance Audit - Sample

em Servicer Information
E eZ-Audit Worksheet

b. Ensure the comect file
name is displayed

8. Select Comect folder oo directony
to locate the file.

& Corrective Action Plan - SamV

File name: ||

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

—| | AnFiles w

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

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

oo

Click the SAVE button to save all e

ntries currently on screen.

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

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

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

FSA

TEDERAL
STUDENT AID

» Entity Name: ABC Univorsity

e S
+ DPEID: 123484878
) Complance Audt '_‘@

¥ Complatanags Chacklis

] = By selecting ‘Submit to ED', the information you have entered on these )
Usload Attachmants pages will be sent to the Department of Education.

 Submi

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

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

Confirm the information displayed is correct.

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

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

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

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

Change in Fiscal Year End Submission

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

FSA

FEDERAL
STUDENT AID

o, YOO RO R W REroR TS | LILOCOVT,

cnange in ri

» ABC University
« OPEID: 12345678

Dur records indicate that the curment fiscal year end for

FIRST ALABAMA BANK OF TROY NLA. 15

Enter new fiscal year end: | Select Month v

Uniform 2:3“
Guidance Guide
Are you submitting the Audit under?: .

By clicking the "Submit to ED" button below, 1 certify that 1 am the individual
currently signed into this system on behalf of the entity, and that I am authorized to
submit this information on behalf of the entity. I 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
$25,000 or imprisonment of not more than five years, or both, for misinformation
that is material to receipt and stewardship of federal student aid funds.

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

1. Confirm the information displayed is correct.

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

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

Closeout Audit Submission - Compliance Audit Information

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

T EIiDEILR AL ﬂem__m-m_mm
STULUIDINT ALY

0 Comglimrce & dg = Erkity Namswe: ABC Universit
B Someistecess Checkips * OPEID! 12345678
B Usls A s s
0 Submis
1. Is this submission covering mults
ves NO =
2. Indicate the Period Audited [mm dd vy "@
Begin Dete
Ernd Date
3. Rewview Auvditor Information:
Records Indcote your Curren t Acditor In Twel &3
YES O
Is thes sinforrmetion correct™
)]
Enber Auditor's TIN —

Ot el p

Aditor s Names.
Aaditor Firm Names;
Agdrass 1+

Address 2 [ Optionel ).
City~:

State { Opticnal ).

Courtry=. Celect a Courtry hod

Phone &«
Fax & { Optionst):

P

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

YES NO
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o ok W

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

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

to add more entity in the Lender table.

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

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

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

auditor, please select NO, and update with current information.

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

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

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

time you saved your work.

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

11.

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

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

P e ——— - Entity e ABE Wnlversity

9 Somclescegy Chegitgs * QEEIBG 5 osanETE ﬂ-——__@
B Uslosd Acrachoeenty

3 Sgbe—is L FLEAS SR FESSerd

%, Ploase ensure the following are inchaded in yowr submibssion. f applicable:

Are the following item=. if applicable. included in the attachment of youwr Closeoul Muednt
Sulbhrmie s ke ®

——

- Berewicer Loformetiaem Shoeet

- Myttt or Inforrmatesn Sheet

- Sy Schedube &

- o - v Srheduibe B

. i iRy e Pt b

- et addisaasiog @ las yeas ndicgs

- Empisramisormn @f AN Currenl Tesr Aol Fodings

- Bxhreduie of Fiordimgas B Queslioeed Cowés

P Boea ttee Independent Aodidoe s remE
ranregerreTrl e essrisorra T [ esesiec misle )

Frmbslatsiral Elrgisubily b Partsopalsoe
Pl porisog

. SNk Rl

= O i e e e

- REfumds S Reterm of Titls T

- EAPS B CasfM Massgerrsesl

- il @i e Topabiisty

L

- Wptceded docurreerndisF miael e in Doeglisd N

R e e S Tl L 7]
F. Contect Informestioen Additionael Motss
Fpgw el L ST T Ix roeiect = 00 Suewsliney repsedteg TR s S g

Frenideni ) CEO Contact

—

........
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ok

Confirm the information displayed is correct.

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

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

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

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

Click the SAVE and PROCEED button to take you to the Upload Attachment page.
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Closeout Audit Submission Upload Attachments
If you successfully entered or saved the information inputted on the Completeness Checklist

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

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

FSA

FEDERAL

STUDIENT AID

L —
B CompSance Audic

B Somgleteness Checuliss
Upload Amachmants

D Submit

= Entity Name: ABC Univorsity

= OPEID: 42348678

File: | Chocse Fie | No file chosen

Complance Audit:
Corrective Action Plan;
Other:

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

the next page on searching and attaching document.
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Organize = MNew folder = = [H o
Mame
# Quick access
b e » ~Along time ago (2)
$ Downloads , @ Delinguent Letter- (1)
B Fictures @ Waiver Exemption Request (1)
FSA - eZ-Audit s  Today (5)
Development * | Servicer information PR f{; Iieclalitztfl:lﬂi: folder or directory
3010 Release 6.0 Weekly Status Report # 0 Cofrective Action Plan - Sample
m Comphiance Audit - Sample
wp G\ r .
3 Servicer Information
B Desktop = eZ-Audit Worksheet
Domestic Schoaols - Draft
FIQS - Updated
Foreign Schools - Draft
@ OneDrive - Collabralink
@ OneDrive - Personal
b. Ensure the comedt file Click on the n
| This PC Eu;lnn to a:ad?f:e file.
@ MNetwork
< >
File name: (| ~| |ANFiles w
1. Check all appropriate documents attached are in English and do not contain any Personally
Identified Information (PIl). To view what is included in PII please hover the mouse over the word
PILI.
(Please note: When uploading another document, please deselect the previous upload type and then
reselect the document type.)
2. After the document has been selected and the file type identified by checking the box, click the
“ADD” button to ensure that the document has been successfully attached to your submission.
3. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last time you saved
yourwork.
4. Click the SAVE button to save all entries currently on the screen.
5. Click the SAVE and PROCEED button to take you to the Lender-Closeout Audit Submission-submit page.
NOTE As part of your stub audit submission, you must include an electronic copy of your complete
audited compliance audit. Please note that all files must be in a non-editable .pdf format and NO

personal information should be contained in attachments such as Social Security Numbers.

June 2021 56



Federal Student 2 |

MAw OFFICE of the U S DEPARTMENT of EDUCATION

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

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

FEDERAL
STUDENT AID

—— { It AudiL >ubm
B Compliance Audit = Entity Name: ABC University
B Complateness Checkiy: +OPEID: 12340678

B Upload Amachments

—

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

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

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

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

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

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

Stub Audit Submissions Compliance Audit Information
To complete your Entity’s Stub Audit submission, complete the LOGIN steps this will take you to your
Entity’s eZ-Audit homepage. On the upper left-hand side of the page, you will see a section “Other

Submission”. Click on the link Create_Stub Audit Submission, and then click on the underlined text
“Compliance Audit”. The screen in the next page should appear:

'Aam_m&.m_mm
STUDENT AlLY

0 Complance Aydis w Entity Marme: ABC University
B Cmatuiaaene chectie T D

1. Is this submission covering multiple Lenders?

YES Dy

2. Indicate the Period Auvdited [ mon/dd vy

Baegin Date:

e Date: H@
Reason for Stub Acdit
3. Review Auditor Information: ‘\@
Records Indscate your Current Audior s test 4ATBI4S433 “@
YES N

Is this information correct 71

_—
Enter Auditor's TIMN
(Optional):

Auditor s Namwe=;
Aaschiton Firmn Mamse-
Address 1-1
Ackdress 2 (Optional):
State (Optional):
Comsmtry=: Sedect a Country -
Phone &
Fax ® (Optional):
Erruaid Address-:

PR

4. Does this Compliance auvdit contain any findings related to the Fedoral

Family Education Loan Program (FFELP)?
YES L =]
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N ook ©

10.

11.

12.

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

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

to add more entity in the Lender table.

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

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

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

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

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

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

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

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

process.
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Stub Audit Submissions Completeness Checklist
If you successfully entered or saved the information inputted on the Compliance Audit page by
clicking on the SAVE AND PROCEED button, the screen below should appear. This page can 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:

B AR NS e ML . AANAGE MRS o LRGN
STULVE =T Al
tul \ t 1 i ¥
0 Comzlgrog A = Eniity e, SDC University

B Comatetensss Chackin * OPEID; 12345678 -—-___@
B Yoilzed Amgchment
u E B - fieaSe s regoewnd

1. Plesss ensure the following are included in your submission. i applicabla:

Asw the following items, i applhcable. included in the attachment of your Stub Audit
Submission?
- Smrwicer Intormation Shest B
e T o T T
. By Screscie &
. SumEnsry Srhaduls B
T T ———
T e mdds ey preer s Foudings
Explianstion of & Cwurrent Yesr Aodit Fingdengs
« Corrective kotion Plan

. Rrredule of Findinrgs & Questioned Cowts

3. Dows Ve Independent Auditus s Beport make reference o the sasmination eof required
mansgement aswertiona? (¥ spelicabie)

- Emmtitutionsl Eligibility & Participation
eparting

- Stedent Eligebelity

- Drabu ris R En S

- Befurstdef Beturn of Ttk 1%

. GAPE K Cash MEnsgem-snl

- ASmimtrative Copatibdy
PO SoTumsent (5] wUEt Be wn Eaglen

Do nol incisde Prraanaily Fdeniiabie Tnfarmetan (PTT)

3. Contact Information/ Additional Notes
Py b m eeSe =S IS orleet = AR guEliSen repardrg i mu bR
Pressent S OEO Corntsct

Pl

S mite

Pr-ara=-

Firm and CPA Coriach

e T

g

o P _.°®
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1. Confirm the information displayed is correct.

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

3. 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.

4. 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

L —— L

Compliance Audit » Entity Name: ABC University
B Completeness Checkiis * OPEID: 12345078

B Upload Amtachments

0 Submiz

Upinsded docurnent]{s) must be in Engliat

File:  Choose FileMNo fie chosen

Compliance Audit:
Corrective Action Plan:
Other:

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

instructions on the next page on searching and attaching document.
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Organize = Mew folder - o | o

Mame
o Quick access

1 ale i
P A long time ago (2)

B Downlosds " @ Delinquent Letter- (1}

B Pictures @ Waiver Exemption Request (1)

FSA - eZ-Audit » ° Today (5)
B Servicer information

a. Select Comect folder or directony

Development to locate the file.

&3 Corrective Action Plan - Sample

2019 Release 6.0 Weekly Status Reporl #
Compliance Audit - Sample /
=3 5N 3

2
e Servicer Information
f= ]

B Desktop eZ-Audit Worksheet

Domestic Schools - Draft
FIQS - Updated

Foreign Schools - Draft
@ OneDrive - Collabralink

@ Onelrive - Personal

b. Ensure the comect file
| This PC neme is displayed

 Click on the Open
button to attach the file.

o Metwork

.»

| All Files ~

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

File name: ||

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

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

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

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

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

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

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

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

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

appear:
' 5\
. ); (LD
TEDIRAL & AURILHMOME, o L MEAD.. . MANAGE USERS [ AOGOUL.
STUDENT AID
| — ALGIL SUDI
fl Compliance Audit » Entity Name: ABC University
Lempiiance Audl
B Completeness Checidist * OPEIDAs23408m8
B Yzload Azmachments —
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.

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.

ELLLIBET Ry

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

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

NOTE You will have read access only once submitted.
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Lender Servicer OIG - Exemption Request

Create Exemption Request

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

FSA

FEDERAL
STUDENT ALD

o or o :l Frowl v
M Choosa File Wo
Waiver/Exemption quuc—:l:ﬂ - , E_ v

Sor FYES; (- Selent FYE

By clicking the “Submit to ED" button below, I certify that T am
the individual currently signed into this system on behalf of the
entity, and that I am authorized to submit this information on
behalf of the eatity. I also certify that, to the best of my
knowledge and beliel, all information n this document is brue and
correct. 1 understand thet i the entity provides false or
mislesding information, the U.S. Department of Education may
terminats the entity’s eligibility to contract with any institution to
sdminister any aspect of an institution’s parbcpabon in any Title
IV: HEA program, | also understand that I may be subject to & fine
or not more than 525,000 or imprisonment of not more than five
years, or both, for misinformation that is material to receipt and
stewardahip of federal atudent aid funds

By clicking the “Submit to ED' button below, 1 cerkify that [ am
not in default on & federal student loan or that 1 have made
astisfactory arrangement to repay it.

If you dé not have the “Submit Te ED™ button below, the
Subrmikb not indicated as one of your roles. Plea the
Mansg Section of Help

hAbRRL  LSWSMT.TOLD..
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1. Confirm the information displayed is correct.

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

appear:
< « 4 |¥ » ThisPC » Downloads v |0 =~ @ @
Mame
# Quick access
v Today (5)

s Onelrive - Collabral ] |
@@ Servicer Information

# OneDrive - Personal @ Servicer information
m e -Audit Worksheet a. Select Comect foldes or directony
A This PC to locate the file.
@ Corrective Action Plan - Sample / it
W Metwork m Compliance Audit - Sample

+ A long time ago (2)
Waiver Exemption Request (1)

@@ Delinquent Letter- (1)

b. Ensure the comect file|

Click on the O
name is displayed o e

button to attach thgfile.

File name: || 4 | | AlFiles v

3. After the document has been attached and the file type identified by checking the box, click

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

submission. The screen will then change to the screen in the next page:
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"

ABC University
* OPEID: 12345678

s il b
T ormalIc

File*:  Choose F:L'- |

i file chosen
Waiver/Exemption Requested r
for FYEs; L= Select FYE - '(‘o

pamaie gaf Reguest docurment RLLLTR

By clicking the “Submit to ED” button below, I certify that T am
the individual currently signed into this system on behalf of the
entity, snd that I am suthorized 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 brue and
correct. 1 understand that if the entity provides false or
misleading information, the U.S. Department of Education may
terminate the entity”s efigibility to contract with any inatitution to
adminater any sapect of an insbitubion’s participation n any Title
IV, HEA program. I also understand that I may be subject to a fine
or not more than $25,000 or imprisonment of not more than five
years, or both, for misinformation that is msterial be receipt and
stewardship of federal student aid funds

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

If you do not have the "“Submit To ED™ button below, the

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

O oi®

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

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

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

Additional Information Submission

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

FEDERAL
STUDENT AID

ABC University
OPEID: 12345678

& submit tioral mformalior. you must select 8 submasion lrom e drop-Gowr Box below (o sssodiale T aith. Please o
the sdditonsl faids to upicad the Tigs that you wish (o submd o the CepgllE = Edutaticn, Pissse note, o1 filey must 0 =
m2* formasl

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

Chaose File | No file chosen .’.&U

Confirm the information displayed is correct.

2. Select submission to associate the additional information with. If the submission was not
submitted via eZ-Audit it will not be listed. If the review is completed you cannot submit
additional information. Please check your Entity Homepage Notification section the status
of your submission.
3. Click on the Choose File button to search for document to be attached. The screen below shouldappear:
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« « 4 % » ThisPC » Downloads v 0 - ™ @

Mame
# Quick access

v Taday (5)

8 Servicer Information

s OneDrive - Collabral

#® OneDrive - Personal [ Servicer information

m e7-Audit Worksheet 8. Select Cowect folder or directory
W This PC | fo-lecate the file.

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

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

b. Ensure the comect file
name jx displayed

o Click on the Open
button to attach the file.

File name: || E ~| AllFiles -

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

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

audit submission.

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

Lender Servicer UG - Annual Submissions
Annual Submission Compliance Audit Information

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

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

with your Entity’s name:

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

Date request first. Once it is approved you will see the link for the Annual Submission.
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.F.“S'Al _i-..ma.m
ST LR =T Alils
: L~ s Emtity Ha;—n—e: A.B-t‘.'- University
= = OPFEID: 12345678
Eueed
1. Ia this swhemmisson Cowvereag mulibpice Leddesa ™
- e = @
2. IAdicate e Perco-l Audiled = O @
—— -
3. Bewvirss dddrior Inforematoosm:
. VWeas e Rludemt Fooder el l-:-n.r..- Edur aliesn Lisarn Progra (FEELP) —
B vne a5 L ranl mprgeliainlien
w L L= "—@
T = B = = T S e —--l...-g- rml Vel B Erre Feafe ol
Py Eaascal aery Lowmry PProrgrares
& . Chgperman Teee
IF 3 im ey, Wfviw spurewbooeer o rroel seeped
— Senct pr Oprion Tyoe — W
AL emE TESLETL.
1. Confirm the information d|splayed is correct.
2. s this submission covering multiple Lenders? YES/ NO
Note: If you select ‘No’ to Question 1 then user will not have ability
to add more entity in the Lender table.
If ‘Yes’, follow the steps in section ‘Adding Entity to the Lender table’.
3. Begin date is the beginning of the audit period.
4. End date is the end of the audit period.
5. This is the auditor on file with the Department of Education.
6. 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.
7. Please fill up all the mandatory fields. When Country is “United States” then TIN and State are
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required fields.

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

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

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

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

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

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

Adding Entity to the Lender table

FSA .

F L D E KM L
l.Il.ll:ntrh-.l ALY

Er A L, PLLE o MANALE VGRS LRIV

0 Comalance Sudif = Entity Mame: ABC University

B Comptstenses Chacksat = I LSS

L

1. I's this submission covering multiple Lenders?

= YES MO

1—-—'—"
Add Lender ODFELD: TOODDI00
Ta add tha Leandasr OSEID ko the tabie click an Save bubtbon Balo

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

STUDENT AID

__I L | | & Ul |'I_Ji:: \\|,."."I"'|.:1\‘-|'---|
n mw w Entity Name: apc University

B Completeness Checkiist * OPEID: 12343678

n '\o

B submit

1. Is this submission covering multiple Lenders?:

® YES NO

:

NYSHESC
NEW
YORK s :

ALBANY NY
STATE )
HIGHER
EDU

70002700 | COSTEP EDINBURG

o’ /
Add Lender OPEID: ‘/o

To add the Lander OPEID to the table chick on Save button belo

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

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

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

FTELDERAL
[ STUDENT ATD

H ¥
P —— ender servicer UG Annual Submissior {ECKLIST

ia Comelance Audig w Entity Nama: ABC University
[} femasteness Creck o * OPEID: 12345670

1 ypiosd Attachments

: m All laldy 3*e requ=ed

1. Are the following items, if applicable, included in the attachment of your —_—
Compliance Audit?
- Schedule of Expenditures of Federal Awards
- Schedule of Findings & Questioned Costs
- Corrective Action Plan
Surmmary schedule of prior yoar audit findings
Independent Auditor's Repoart on Campliance with Reguirements applicable ta Each
Major Program and Internal Control Over Compliance in Accordance with OMB Circular A-173
- Uploaded document(s) st be in Engliah

= Do not include Personally fdentifiable Enforrmation (PIT)

2. Contact Information/Additional Notes —_—
Please ot ud kno v tO Conmtact th guetbons regarding thes Submation.
President /CED Contact ™
Ml
Errae
[} PR e
Firm and CPA Contact >—0
Furrm Pl =
Aurd tme Plarrgs
Ernae-
[
———"J
mte » » 2 L2
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Confirm that the information displayed is correct.
Ensure all applicable documents are included with your A-133 audit report submission and also Hoverto PII.
Provide contact information (name, email, phone) President/CEO Contact and Firm & CPA

whN =

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.

4. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last
time you saved your work.
Click the SAVE button to save all entries currently on screen.
Click the SAVE and PROCEED button to save all entries and to take you to the Upload
Attachment page. If you are an entity group this will take you to the Upload page for the
entity you have selected.
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Annual Submission Upload Attachments

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

“Upload Attachments”. The screen below should appear:

F§A ; DI

___lll‘l[kﬁ.l___
STUDEMNT ALD

a mw w Enlity Name: ABC University
7] c stensss Checkigt « DPEID: 12345678

B ygload Attachments
0 Submst

= l"!!' Srofed Colry O Yol COmipest

Heare it '“'? wids below to upload the Nles
t r anch fle you cplaad, us to
%, Aladtd note ‘!n it ba i paf formst. Uple ks
Bt upload timea graster than 1 menute @ comemen - pleate wast ' ]

Fide: Choose Fié No file chosen

Comgrhans e Audit:
Corrective Action Plan:
Oither
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Confirm the information displayed is correct.
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).

COrganize = New folder
# Quick access
¢ Documents
4 Downloads
= Pictures
FSA - eZ-Audit

Development

2019 Release 5.0 Weekly Status Repor! #

=7 G

BB Desktop
Domestic Schoals - Draft
FIQS - Updated

Foreign Schools - Draft
@ OneDrve - Collabralink
@ Onelrive - Personal
= This PC

o Network

Mame

~ A long time ago (2)

@ Delinquent Letter- (1)
=3 Wajver Exemnption Request (1)

- Today (5)

B Servicer information

&3 Corrective Action Plan - Sample
e Compliance Audit - Sample

3 Servicer Infermation

@ el-Audit Worksheet

b. Ensure the comect filg|
name is displayed

- —_.]o

8. Select Comect foldes or directony
to loca e file.

/

c. Click on the Open
butten to EllTEId'I/ﬂ'IE file.

File name: ||

| 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 Pl 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 Lender-Annual-Submission-submit
page.
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Annual Submission-Submit

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

FSA

FTEDERA
\IUIHL\!MI)

L et—— e

1 | : = OPEID: 12145oTB

1 Completeness Chacklist : . e

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

1 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.

Confirm the information displayed is correct.

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

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

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

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

Change in Fiscal Year End Submission

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

FSA

FEDERAL
STUDENT ALD

Chanoe in Ficcal ¥

ABC University
OPEID: 12345670

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

Our records indicate that the current Audits for

NYSHESC NEW YORK STATE HIGHER EDU are submittied under

Uniform Guidance

Enter new fiscal year end: | Select Month +

OlG
Uniform Audit

Guidance Guide
Are you submitting the Audit under?:

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

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 Saction of Halp,
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Confirm the information displayed is correct.

Click on the dropdown list to change month as desired.

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

4. Click on the “SUBMIT TO ED” button to ensure that date change is captured by the eZ-Audit system. If you

do not have the “SUBMIT TO ED” button please verify that “submitter” is selected as a user role. See
Manage Users for details.

wh =
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Lender Servicer UG -Closeout Audit Submission

Closeout Audit Submission Compliance Audit Information

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

e EF oA L
2T ODENT AVED

2. Indicabe the Period Aedihed {mms 82 v yyy

y
;
Bagin Data
el Date
J. Rewiew Awditar Information,
MBCoros Degcate your CATent ASwor TE Seme T 4—@
iR ~NO

1g Emis eformearien srreetl
Enter Agditoers TIM

{Ovpeienad )
A PR

ALSTLGE PRI Mg
Badress 34

magvEis 3 (OosaE)
(= 2"

Btate (DReisA)
Country= | — Seect 8 Countrny — i
Phane & -

Fis @ | Crptiasg )

Ermg A gurTsEs

4. Was the Student Federal Family Educstinn Loan Program (FFELP)
mudibed as the major program?
if mo, guestion & M not spphicabie.

VES L1

5. Dows bhis A-133 report contain ey lindings related (o the Federal
Eamily Educstion Loan Program (FEELR)

TES PECH

6. Opinion Type
IF 4 in ne. Ehis guestion s not sppleable,

= Safsct an Opinion Type —
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o ok W

10.
11.

12.

13.

Confirm the information displayed is correct.

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

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

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

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

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

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

Opinion type Note: If Yes to Question 4, Select the option from Opinion type drop-down.
IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last
time you saved your work.

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

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

process.
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Closeout Audit Submission Completeness Checklist

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

“Closeout Audit Submission”, and then click on the underlined text “Completeness Checklist”. The screen
below should appear:

FSA

FE D EK L

ATUDENMNT ALLS

o tal Al = Entity Name: ABC Univorsity
Comoletscess Checkii: e s @
Upload Anachments
E i Al Fmidis ore reguiced

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

Are the following items, if applicable. included in the attachment of your Closeout Audit
Submission?®

- Rzhedule of Eupenditures of Federal Awards

= Corrective Action Plan

- Sehedule of Findongs & Questioned Costs

» Surrsnary schedule of pricr year sud it fndogs

—_—

= Independent Auditor's Report on Compliance with Requirerments applicable to Each Major
Program and Internal Control Ower Complisnce in Accordande with OMB Circular A-133
- Closecut

- Uplosded document(s]) must be oa Eagliah @
« Do not inchude Perzonally [dentifiable Informetson (PIT)

2. Contect Information/ Additional Notes

Sesaw vl va Wmews whe bz comiact

AP guwtices reoged.me thig s Semanse

Presdent r CED Contact — —
FemiToe™
Ema

Firm and CPA Contact »@

AoSlor MNarge
Erevgal=
E g N
it

Srles 2ry pO0dilong! rolen
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Confirm the information displayed is correct.

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

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

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

FSA

FEDERAL

STUDIENT AID

...
0 Comziance Asge

B Comaletaness Checkiss

B Upload Amachments

0 Subme

June 2021

= Entity Mame. ABC University
* OPEID: 42345878

T eoide 0m wecirmeees ooey of your comiplele

Plesse vae the felds Delow ts upioed the

oo rot irchude Persomaly [de~tfotie [normate= (Pl]
File: | Chodosa Fila | No file chosen
Complance Audit:

Corrective Action Plan;
Other.

O

2. .

88



Federal Student PROUD SPONSOR of

frtAe U.S DEPARTMENT of EOUCATION

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

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

on the next page on searching and attaching document.

Crganize = Mew folder = - [H o

Mame
o Quick access

¢ Documents » ¥ Along time ago (2)

$ Downloads ’ = Delingquent Letter- (1)

&= Pictures @ Waiver Exemption Request (1)

FSA - eZ-Audit ¢ -~ Today (5)
@ Servicer infarmation

a. Select Comect folder or directory

¢
Development / to locate the file.

2019 Release 6.0 Weekly Status Report #

@ Corrective Action Plan - Sample

m Comphance Audit - Sample
g G\ o

BB Desktop

&3 Servicer Information

E el-Audit Worksheet
Domestic Schoals - Draft

FIQS - Updated

Foreign Schools - Draft
@ OneDrive - Collabralink

@ OneDrive - Personal

b. Ensure the comedt filg o Click an the Open

| This PC naie: s displayed button to attach the file.

o Metwork

File name: | | | Al Files ~

3. 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
PIl.

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

“ADD” button to ensure that the document has been successfully attached to your submission.
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5. Click the CANCEL button to erase/delete all entries since the last time you saved your work.

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:
F_§A ¥4 AUDIT
FEDERA.L - S AUDITNONE L HELP | MANAGE USERS |- i O0DUT
STUDENT ALD
e — loseout Audit Submi
B Compliance Audic w Entity Name: ABC Univorsity
# Complatensss Chackis: + OPEID: 12345678 .{ \

[ Upioad Arrachmants
0 submiz 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.

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

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

You will have read access only once submitted.
NOTE

June 2021 91



Federal Student Aid | mmoumsromon.er,

Ax OFFICE of tAhe U.S5. DEPARTMENT of EQUCATION

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

Lender Servicer UG - Stub Audit Submission

Stub Audit Submission Compliance Audit Information

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

F3A

*TUDENT ALD

- — Entity Mame: ABC University
'Hl-lﬂﬂ ‘-ﬂli!:l"ll“ - OPEID: 12345676 ‘\"‘@

. B thum me B e em € e e L e ate s

AUDIT
— - = e

TEE L]

2. Irdicale the Period Acdated | == 20y @
Sargem Cave
Sl Ceafs

W e P WL A VR

D Mviwws Al ser § e e el s ‘@

Bacmrds Drdicats yous Currand bedfor Ly =a—a ST ] T 4—@
L
Un irwe imfmremarm g et P
—

ququququ

B Fen e -

apdrwEs &=

Al @ 3§ e )
Carg

L ]
€ fraettn = T 3 ety v

e R

Faw @[t |

(e R e

d. Was ihe Tludentl Federal Bamady Fdodaton Losmn Program (BBFLP)
B dma as PMe e poe preuge ma ™
IF e, e wlissn B on ol gyl ote bis
TER =i
S Dows thue A-1 33 reposrt conta. sy Flisdongs reisted to e Poder el

Bty Edutation Losm Poogram [ SBELR?

Ly 2]

i isery Ty
o, s gueewiaor iw el ARl et mi
,

.
'L,
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N oosr ©

10.

11.
12.

13.

14.

Confirm the information displayed is correct.

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

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

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

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

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

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

Opinion type Note: If Yes to Question 4, Select the option from Opinion type drop-down.
IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last
time you saved your work.

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

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

process.
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Stub Audit Submission Completeness Checklist

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

should appear:

FEDERAL
STUDENT AID

0 Compliance Auda

B Comglatensss Chackdist
8 ugload Astachmaents
8 subma

w Entity Mame: ABC University
= OPEID: 12348678

—®

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

Submission?

All finlds are requred

- 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
Pfoqranu and Internal Control Over Compliance in Accordance with OMB Gircular A-133

« Uploaded document(s) must be in English

. Do not include Personally Identifiable Information (PIT)

2. Contact Information fAdditional Notes —
Please let us know who to contact with Guestans regirding this submission
President/CEQ Contact =

Name-

Email

Phone-

Firm and CPA Contact

Audmor Name=
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1. Confirm the information displayed is correct.

2. 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 PII please hover the mouse over the work PII.

3. 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.
Click the SAVE button to save all entries currently on screen.

Click the SAVE and PROCEED button to take you to the Upload Attachment page.
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Stub Audit Submission Upload Attachments
If you successfully entered or saved the information inputted on the Completeness Checklist

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

The screen in the next page should appear:

FEDERA.L
STUDINT AID

0 Compliance Audic w Entity Nemeé: ARec Universit

B Completeness Checklis: * OPEID: 12348678

B Upload Amtachments ‘\O

n m Az part of your SRLp Aual Submizsion, you mest inclols an clectranic copy ol your complete
comphsrce sudd and cormectve sclion plen t Flaass oaw Uhe Seids Delow D uEFgead he

files That you wah o For esch fle you

i indwcal

File:. | Choose File®MNo fie chosen

Compliance Audst:
Corrective Action Plam:
Other:

b ANLEL. et AVE

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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QOrganize « MNew feider
o Quick access
# Documents
4 Downloads
= Pictures
FSA = ed-Audit

Development

2019 Release 5.0 Weekly Status Reporl #

7 G

BB Desktop
Domestic Schools - Draft
FIOS - Updated

Foreign Schools - Draft
@ OneDnve - Collabralink
@ Onelrive - Personal
0 This PC

& MNetwork

Mame

~ A long time ago (2)

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

- Today (5)

= 1n | 0

B Servicer information

a. Select Comect folder or directony
to | te the file.

@ Corrective Action Plan - Sample /
& Compliance Audit - Sample

e Servicer Information

m eZ-Audit Worksheet

b. Ensure the comect file
name is displayed

c. Click on the Open
button t:}lattam the file.

o

File name: ||

>

| | A Files

Cancel

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

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

work PII.

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

“ADD” button to ensure that the document has been successfully attached to your submission.
5. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last time

you saved yourwork.

6. Click the SAVE button to save all entries currently on the screen.
7. Click the SAVE and PROCEED button to take you to the Lender-Stub Audit Submission-submit

page.
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NOTE

June 2021

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

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

appear:

FSA

FEDERA./L
STUDENT ALD

o AUDILUONE o MELP. || MANAGE USERS | JOGOUT,

B Compliznce Audit » Entity Mame: ABG Univorsity

B Complgreness Chackliss + DPEID: 12045678 @

B Upload Amachments . ey

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

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

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

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

edit/completeness check.

NOTE

You will have read access only once submitted.
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Lender Servicer UG - Exemption Request

Create Exemption Request

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

FSA

STUDENT AID

ExXen

= ABC University
+ OPEID: 12348678 -'—_._.___o

t ssving or submitling yaue inforrmslion
0 Tile chosan

Waiver /Exemption Requested =
for FYEs; |~ oSectFYE- ¥

By clicking the “Submit to ED” button belaw, I certify that I am
the individual currently signed into this syatem 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 beliel, all information in this document is true and
correck. 1 undeérstand thet f the enbity provides false or
misleading information, the U.5. Department of Education may
terminats the éntity’s eligibnlity to contract with any institution to
sdminister any aspect of an institution’s participation in any Title
IV, HEA program, | slso 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
ﬂtw.-rd,hup of tederal student ad funds

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

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

wbANCRL, SSUMAC.T0ED.
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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 & 5 ThisPC » Downloads v 0 =~ @ @

Mame
o Quick access

v Taday (5)

@@ Servicer Information

#® Onelrive - Collabral

#® Onelrive - Personal 0 Servicer information

m e7-Audit Worksheet a. Select Comect folder or directony
W This PC to locate the file.

@ Corrective Action Plan - Sample
Wb Metwork m Compliance Audit - Sample

+ A long time ago (2)

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

b. Ensure the comect file)
name is displayesd

o Click on the Open
button to attach the file.

File name: || | Al 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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FEDERAL
STUDINT AID

Create Exemption Request
*  ABC University

" OPEID: 12345678

H File*: | Choose File | file chosen
Waiver /Exemption Requested r
for Bygs; L= Select FYE - 't/‘o

famale.ogf Request documant PULLER

By clicking the “Submit to ED" button below, | certify that T 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
knowhedge and belief, all information in this document s brue and
correct. 1 understand that if the entity provides false or
misleading information, the U.S. Department of Education may
terminate the entity's =ligibility to contract with any institution to
adminaler any aspect of an instiiution’s participation 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 not more than five
years, or both, for misinformation that is msterial o receipt and
stewardship of federal student aid funds

By clicking the ~“Submit to ED" button below, I certify that I am
not in default on o federal student lcan or that [ have made
satisfactory arrangement to repay it

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

Q...

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

5. Click the CANCEL button to erase all entries.

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

Additional Information Submission

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

FEDERAL
STUDENT AID

ABC University

OPEID: 12345674 ~—h
Te submit sddilionsl wiormalior. you must seiect 8 submasssn from e drop-Oowr Dox below o sssodiale € mith. Plesse use
the additons! faids o upload the fies that you wah to submd o the Cepglllee =f Education, Pissss note, o files myst be =
pat farmal @
Submission to Associate With*: [— Selact s Submisson - ¥

Choose File | No file chosen .’.&,

1. Confirm the information displayed is correct.

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

3. Click on the Choose File button to search for document to be attached. The screen below shouldappear:
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= « 4 % » ThisPC » Downloads v 0 > @ @
MName
o Quick access
v Today (5)

# OneDrive - Collabral ) f
@ Servicer Information

#® Onelrive - Personal B Servicer information

m e7-Audit Waorksheet 8. Select Comedt folder or directony
W This PC | to lpcate the file.

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

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

B En5|.m: th:} D‘::dEd i o Click on the Open
hoabluitichiis i button to attach the file.

o ,

File name: || | | AuFiles -

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

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

audit submission.

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

Notifications Section

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

FEDERRA.L
STUDENT AID

B T P AR (TS U W TS ST N S

Lo oy Yy 4 f P00 Anngal

Syubmigsion

= Entity Marwe: ABGC University
= OPEID: 1234858T0

S A AR L —

= Change Figeal Year End Date

*Yeour Fizcal Year End 04/

* Create Exemption Reauest Submission &5 due on 1

Submesnn * Your P 82019 Annual Submoston
submitte a 16:44:48 has been
LN ] Ay i reviewed and s complate
O & ) = Coamplance Audt: The complance sudt contans
findings. Click her wigw the Fingl Ay
- E =m £ &g: Eami] | I"!E"“i"m Q:t:rm r.gzlgr‘ 5 ﬂ;gr
ADMINISTRATION

* Update My User Profil
* View Institution Profile

OTHER LINKS

* Dept. 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
submission
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Resubmission/ Incomplete Letter

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

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

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

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

S AN AL SR o ABC Unsvasais OPEID: 12345678

‘_.-:.-- d on _-: -‘-‘I-:-.r;'.l-”:*.‘
The Intomplvlr Letter must be viewed belore
* S e A ny :rh_-q-r AR Rewbnnnlo-n

ADMINISTRATION

* Uadace My Ussr Profile
o Vg Jrgingron Brofig

OTHER LINKS

* Deat. of Education

* Cohaals Pors

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
Fecersl Student Aid
Program Compliance

06/01/2020 12;19:11
OBE ID: 12345678

ABC University
Egyetem ul
Pilisesaba, |

Deear .

The Department of Education [Department) raceivad your Annual Submission for the fiscal year ended 06/30/2019 on 06/01/2020
12:08:56. The Department determined that 'Sapadopimechiatuia Unrversity's submission is incomplete or in error for the
following reason{s):

Compliancs Audit

» - Compiiance Audit is not viewable,
o = Corrective Action Plan is not viewable.

Dhin resubmit the compliance audit anddooficeocabetmnenaeithin 7 alendar days via aZ-Audit at hrept// v, ezaudit.ed gov/.

University is advised that until an acceptabls compliance sudit is received, the institution is not in
compliance with the audi submission requirements sec forth at 34 C.F.R. § 568,23, If the Dapartment doss not receive an acceptahle
complance sudit. Pdondnpdtsechiotoeke University will be liable for all unaudited funds for the awdit periad. In addition, filure to
submit an scceptable compliance ar.d't may result in the Department inftiating adverse action against the nstintion, induding
terminating or revoking the institution's program participation agreement. or, if the institution has an spplication pending for renewal
of itx cartification, denial of that application. Further, failure to timely submic an lcc:tpnnll compliance audit may cause the
Departmant to determine that the institution is in violation of past :»_-'fnﬂ-encn provigions set forth at 34 C.F.R. § 668.174{2)(3),
resulting in, ameng other f_*‘nra;s provisional certification, the posting of a letter of credit (ot 2pplicable to public msn‘wons} and
placement on a heightened cash monitoring psyment method.

¥ you have sny questions regarding the compliance issua(s) addrezsed in this letter or the resubmission of your Annual, pieass
contact the eZ-Audit Help Desk at (B77) 253-0780 betwean the hours of Sam and Spm EST. When prompted, choose option 2 for
incomplets leter,

Your immediate attention to this matter is greatly appreciated.

Stncerely,

.S, Department of Education
Federsl Student 2id
Program Compliance

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

Home Page

i by » EIII:W Name: ABC Uﬂil‘l‘r!-ill
« OPEID: 12345678
* Resubmit £YE 04/20/2020
Annyal Submission
0 RSUBN , .
LA —
* Change Fiscal Year End Date * Your Fiscal Year End 04/30/2020 Annual
. Submission is due on 1/31/2021.
* Create Exemotion Request * Your FYE 04/30/2020 Annual Submission
Submission submitted on 06/05/2020 09:20:37 s incomplete.
* Create Closeout Audit Submission Click here to view the Incomplete Letter
s A , The Incomplete Letter must be viewed before
WLM Resubmission
. j iti il i * 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

(PRGN RS ARSEEEL | . cotity Name: Unissesity o 97

» Crgate FYE 10/31/2018 Annual » OPEID: 12345678
4 WEEH
@Bt A ——

* Change Fiscal Year End Date

M . _I-_:.r_r.._._.'. .! .....:‘;“. 1.’_':.-. ILE0 Arsmual

L ; LChick hare 1o view the Delnguent Letter ._CD

’ MMEW The Delinguent Letter will be vievable until
* Create Stub Audit Submission -”.“.‘,-'::I.m.“:ﬁ.s.l.“r :.‘,.‘,_"!I"-.‘_"J‘.','f R

elan b %4010 e 0T
Chik har Ml
The Delinguent Letter will be viewable unti
the submission is complete

* Submit Additional Information

ADMINISTRATION

* Lipdate My Usar Profila
» View Institution Profile

OTHER LINKS

» Dept, of Educabion
& Schi rtal

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

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

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

Cr Proprietary
Proprietary School
1234 Proprietary Lanes
Praprietary, D, 125345

Dear President:

Pursuant to 34 CFR 6565.23 of the Student Assistance Seneral Provisions regulations, an
institution participating in any Title IY, HEA program must submit annually to the Secretary,
its compliance audit and audited financial staterments no later than six months after the last
davy of the institution’s fiscal vear.

Your institution"s materially complete and acceptable audit and for financial
statements for the fiscal year ended 10312004 have not been received by the
submission deadline date of 1031 /2004.

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

If we do not receive the required submission within 10 days of your receipt of this letter,
vour institution may be subject to assessment of liabilities for all unaudited funds for the
audit pericd and other appropriate action noted under 34 CFR 668, Subpart S. If you hawve
already submitted your compliance audit and financial staterments for the fiscal y2ar ending
103172004, please contact the eZ2-Audit Help Desk at 1-677-263-0750.

Thank vou in advance for your cooperation,
Sincerely
Ti Baker

eZ-audit Operations Manager
Integrated Partner Management Division

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

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

June 2021 110



Federal Student PROUD SPONSOR of

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

Reminder Email Notifications

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