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Dear Colleagues:

Thank you for your continued commitment to college and career readiness for all of our students. Postsecondary
planning for seniors is a crucial aspect of this work, and we are continually striving to improve the resources and tools
available to support this. The FAFSA Completion Data portal provides our high schools with live data on FAFSA and TAP
completion for our graduating seniors. NYCDOE has partnered with the NY State Higher Education Services Corporation
(HESC) to develop this data portal. We hope that this real time data will allow you to effectively target and encourage
students to complete these financial aid forms, thus helping to ensure a smooth transition to postsecondary
education. In this manual you will find detailed instructions on how to complete registration and set up account to
retrieve the FAFSA/TAP completion reports.

Students must complete the FAFSA to be eligible for any type of aid for college. The FAFSA opens on January 1 of each
year. Many colleges (including CUNY) allocate funds on a rolling, first-come-first-served basis, and so early application is
key. Students who complete FAFSA are much more likely to enroll in postsecondary education. One study found that
helping families to complete and submit the FAFSA increased students’ postsecondary enroliment by 29%. Yet, it has
been estimated that nearly $50 million in Pell grant awards alone goes untapped by New York City students each year
that would be eligible if they had only filled out their FAFSA forms.

We thank you for working with our students to distribute the FAFSA guide and provided related supports and guidance
to your graduating seniors and their families, including utilizing the FAFSA Completion Data Portal. For general questions
on financial aid process and/or additional resources please visit: http://schools.nyc.gov/Offices/OPSR/financialaid

Thank You,
Office of Postsecondary Readiness

College and Career Planning Team
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10.

NYS FAFSA Completion Initiative: Questions and Answers

What is NYS FAFSA Completion Initiative?

The FAFSA Completion Initiative is a new initiative through which the U.S. Department of Education (US DOE) is
partnering with state student grant agencies to allow these agencies to provide secondary schools, school
districts, and certain designated entities with limited, yet important, information on student progress in
completing the FAFSA form.

| received my ID and password but | am having problems with logon. Who do | call?
You can call HESC Help Desk at 1-866-433-HESC (1-866-433-4372).

How is this HESC initiative different than the Federal FAFSA Pilot Project that ended this past year?

This FAFSA Completion Initiative builds and expands on the success of the U.S. Department of Education’s FAFSA
Completion Pilot Project. But unlike the Pilot project which only provided FAFSA status data, HESC will provide
school with web-based reports containing both FAFSA and TAP filing status data.

Will reports only show students who submit or will it have all students coded as seniors?
The reports will only include students who submitted a FAFSA application with the correct high school.

How often is data uploaded?
Data is processed daily except for holidays and weekends.

What are schools expected to do to with this data?
Schools are encouraged to provide FAFSA completion assistance to graduating seniors who have not yet
completed financial aid forms or who whose forms have not been submitted successfully.

Why would a student who submitted a FAFSA not appear in a school’s customized report?

A student who has submitted a FAFSA but does not appear on your report may have not listed their high school
correctly. You can check this by reviewing the students’ SAR (Student Aid Report). A student who has submitted
a FAFSA will have received a Student Aid Report (SAR) as a result of filing the FAFSA. If the correct high school is
not listed on the SAR or the high school field is blank, then the student will not be associated with your school
and will not appear on the report. The student will need to correct his/her FAFSA online and update their high
school to be associated with your school.

If there are errors on a students’ SAR, how do we make corrections?

Neither HESC nor a school official can fix errors on a FAFSA or a Student Aid Report (SAR). School staff should
refer students to this page for assistance on how to make corrections and updates. These updates can be made
independently by the student or with school’s assistance.

Do schools need to secure written permission from parents/guardians to see the customized reports?

No. HESC is authorized to share the prescribed FAFSA Filing Status Information with school districts, secondary
schools, Local Educational Agencies (LEA), and federally approved designated entities with which it has a written
agreement.

Can non-DOE employees working in schools access this data?

No. NYCDOE obtained data sharing agreements and user permissions on behalf of DOE staff. Community Based
Organizations and other institutions can work directly with HESC to obtain data sharing agreement. Additional
information on this process can be found here.
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|. Completing Your Electronic Financial Aid Network (EFAN) Application

1) You will receive an email from HESC welcoming you to the NYS State Higher Education Service Corporation (HESC)
Correspondence System. You must complete registration using the time sensitive link the email within twenty four
hours or the link will become inactive.

From: HESC

Subject: New EFAN User ID

To complete the processing of your HESC EFAN User ID application, please utilize the following time sensitive link:
HTEMPORARY_LINK#

Please logon using your HESC EFAN User ID which was sent to you via a separate communication. Upon login, you will be
required to establish a new password known only to you, accept the terms and conditions for HESC EFAN User ID usage, and
register your identifying information to enable password resets. Once the registration process is complete, requested
accesses will be available immediately.

Registration using this time sensitive link must be completed within 24 hours or the link will become inactive. If the
registration process could not be completed within that timeframe, please contact the Helpdesk at 1-866-431-HESC (1-866-
431-4372) to request a new temporary password.

The full registration process must be completed within 30 days to complete the processing of your HESC EFAN User ID
Application. Again, if a problem is encountered regarding HESC EFAN User ID issuance, registration or usage, please contact
the HESC Helpdesk at 1-866-431-HESC (1-866-431-4372).

Thank you for doing business with HESC.

2) Enter the User ID you received from HESC in the user field and a new password in the fields provided. If you need
help creating a valid password you can click on the “working with set password”, shown by arrow.

I:‘-‘!’r‘l Transactions  General Functions Search

Logon

Set Password

Please enter the following information. The new password becomes effective immediately.

* User ID:
* Mew Password:

*yserify Mew Password:

Change Password ]

For more information see JWorking with Set Password
f you are in need of further assistance, please call the HESC help desk at 1-866-431-HESC (1-866-431-4372)

Copynight © 2000, 2014 Higher Educabion Services Corporation. Terms of Use | Privacy Policy | Policy anc

All Rights Resenved.
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3) Once you have successfully updated your password, you will review and accept terms and conditions and click next.

Please review the information below.

Applicant Information

Signature

Accept Terms and Conditions

Mame Prefic
First Mame
Piddle Initial

Last Nams:
Generation Suffix:
Titls Suffi:
Organizational Titls:

Institution Gode
Institution

Role

E-mail Address

Requested FAFSA / TAP
Requested Authorization Level
Effective Date

ANDREA

SMITH

360003500000

MEW ¥YORK CITY GECGRAPHIC DISTRICT #5

WICE PRINGIPAL

ASMITH@RSCHOOL EDU
REPORTS AMND FORMS
AUTHORIZING OFFICIAL

) 1 accept the terms and conditions

=) 1 decline the terms and conditions

lunderstand that | am being given access to confidential information, and th,
the assigned dutiss of my job, and | agres that | will NEVER AGGESS ANDVOR REVEAL any of the information to anyones other
employment, and then only as necessary to perform the assigned duties of my

penalties may be imposed for unlawful disclosure, as provided in 5 U S.C. 552a

= reason | am being given access is to use all of thi

information ONLY in performing
han in connection with my

employment. | agree to NEVER ACCESS AMDJ/OR REVEAL any information unless
the information is connected with my current duties as an employee of this institution. | understand this information is owned Dy a goevernment agency. and because
it is the property of the government, the Privacy Act of 1974 protects this informati

n even though | am not directly employsd by the government, and criminal

| agree at ihe termination of my employment to reveke my User ID at the instilution or to notify my instilution’s Authornzing Officer.

= s

| 4

4) Provide registration information. This information is used by HESC to verify your identity when contacting HESC and
to ensure that your credentials are not compromised by others.

* Last four digits of your SSHN

* Month of your birth:

* Middle Mame

* Day of your birth:

Reset i

* Question #1

*+ Answer #1

Contact Information

*+ Address
Address 2
* Gity:

* State

*+ Zip Code

* Phone Mumber:
Alternate Phone Mumber 1:
Alternate Phone Mumber 2
Fax Mumber

Mickname:

+ Question #2:

+oAnSwer #2:

Forsign Address:

{f no Middle Mame, enter the word “Mene™)

Te activate automated password reset capabilities, please answer hwo password reset questions

[5]

Flease update your contact information if it is nNot current

12 ADDRESS LANE

ADDRESS CITY

NEW YORK [=]

12345 -

123 - 456 - 7880 Tel. Ext
- Tel. Ext
- - Tel. Ext

als are not compromised by others

FAFSA/TAP Completion Report
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5) Review and verify your information,

then click submit.

Registration Information Verification

Personal Identification Information

Month of your bi
Day of your bil

CQuestion
Answer
Question
Answer
Institution Information

Zip Co

Altermate Phons Mumbe
Altermate Phone Mumbe

For more information see Setting My Reagistration Information.

Last four digits of your SSM:

Middle Mame:

Address:
Cifty:
State:

Foreign Address

Phone Mumber:

Nickname:

Please review the information you have entered Click "Submit” to save or "Cancel" to return and make changes

1234
12
23

Lawrence

rth:
rth

#1:
#1:
#2

#2:

What city were you born in?
Hoboken

What is your mother's middle name?
Scarlett

12 Address Lane
Address City
MEWY WORK

de: 12345

(123} 456-7890
r:

r2:

Fax Mumber:

@ [ Submit ][ Cancel

|

[ Print ]

6) A confirmation message will appear

ESC Transactions  FAFSA/TAFP Completion

at the top of your screen.

General Functions

Registration Information Confirmation

~" Registration has successfully been completed

Last four digits of your SSN:
Month of your birth:

Day of your birth:

Middle Name:

Au
Question #1:
Answer 21
Question #2:
Answer #2:
Institution Information
Address:
City:
State:
Foreign Address:
Zip Code:
Phone Mumber:
Alternate Phone Number 1:
Alternate Phone Mumber 2:
Fax Mumber:
Nickname:

ur e-mail addresses for all your reles here.

1234

12

23
LAVWREMNCE

What city were you bom in?
Hoboken

what is your mother's middle name?
Scarlett

12 ADDRESS LANE
ADDRESS CITY
NEW YORK

12345
(123} 456-7590

For meore information see Seiting My

ERegistration Information.

Congratulations! Your HESC EFAN account set up is complete you are now ready to access FAFSA/TAP completion
information. Instructions on how to access customized completion report for your students can be found in Section 3 of
this manual.
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Il. Submitting Electronic Financial Aid Network EFAN Applications for Other Staff Members

School Leaders who wish to designate additional staff to access FAFSA/TAP data, have the credentials to submit
applications to grant access for additional staff system. School principals may submit multiple applications.

1) To Submit EFAN applications for other staff members in your school, click on the “Submit EFAN Application” link
in the left side navigation bar.

Please note: all staff designated in Galaxy as “College and Career Point Person” received an email from HESC to
complete EFAN application process. To search if your staff has an existing EFAN application type in last name
and first name of staff you are searching for and click view button.

- Help
“:’_H ESC Transactions FAFSA/TAP Completion | General Functions Search

My HESC Logoff

Submit EFAN Application
User Data

+
+ Submit EFAN Application Please enter the customers name and click the "View" button_
+ View EFAN Applications Required information is marked with an™ .

+ Slaff Verification
+ Reassign Staff * Last Name: First Mame:
+ Reclaim Staff
*

*

*

+

+

A
Permissions Report |—? View Clear

My Account

Change My Password
Change My Cuesfions
Revoke My Access

For more information, see Working with Submit EFAN Application.

2) System will search for any existing matches. If the match returned is the staff member you are looking for, no
further action is needed. If you wish to submit additional applications continue to step 3.

c Help
;_HESC Trangactiong FAFSA/TAFP Completion | General Functions Search

by HESC Logoff

Submit EFAN Application

+ User Data

+ Submit EFAN Application Please enter the customer's name and click the "View" button.

+ Wiew EFAN Applications Required information is marked with an™ .

+ Staff Verfication

+ Reassign Staff * Last Mame: Smith First Name:

+ Reclaim Staff
+ Permissions Report

+ My Account
+ Change My Password " A total of 1 item(s) met the selection criteria

+ Change My Questions v ltems 1 through 1 are currently displayed.

+ Revoke My Access

Name User ID Institution Code Authorizing Official Status

SMITH, JOHN JSTESTS4 360008505933 ADAMS, MARY ACTIVE

If the employee does not appear in the list above, click the "Mew User” button.

For more information, see Working with Submit EFAN Applicafion.
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3) If the matches returned do not include the staff member you were looking for, or you wish to
grant access to additional staff, “New User” button.

Help

“‘:_H ESC Transactions FAFSA/TAP Completion | General Functions Search

iy HESC Logoff

Submit EFAN Application
+ User Data
Submit EFAN Application Please enter the customer's name and click the "View" button.

+ View EFAN Applications Required information is marked with an* .
+ 3iaff Verification
+ Reassign Staff * Last Mame: Smith First Mame:

Reclaim Staff =

Permissions Report -VIEW -C|EGF

*
*

+ My Account

+ Change My Password " A total of 1 itemis) met the selection criteria.
*

*

v Items y displayed.
Change My Questions lems 1 through 1 are currently displayed

Revoke My Access

Please select an employee and click the "Continue” button.

Name User ID Institution Code Authorizing Official Status
SMITH, JOHN JSTESTS4 360008505983 ADAMS, MARY ACTIVE

If the employee dees not appear in the list above, click the "New User” button.

For more information, see Working with Submit EFAN Applicafion.

4) Complete the EFAN Application form. All required fields are denoted with a red asterisk.

Please note: your school’s name and NCES code will appear under “Institution”. Click the Add Authorization
button to provide staff with access to your school’s data, then click continue.

- e Help
=L ESC Transactions FAFSA/TAP Completion [JGENSraliFunchons Fo——

My HESC Logofr

Submit EFAN Application > Submit EFAN Application For New User
User Data
Submit EFAN Application An EFAN application is a request for access to HESC's systems.

Wiew EFAN Applications Please enter the ing i e empl 's EFAM ication and click the "Continue” button. Vou will be asked to confirm the data
Staff Verification entered and sign the EFAMN application before it is submitted
Reassign Staff
Required information is marked with an ™
Permissions Report | Applicant Data

My Account Mame Prefix: [=]

-
B
-
-
-
+ Reclaim Staff
-
-
+ Change My Password
+ Change My Questions * First Mame:
+ Revoke My Access Middle Initial:

* Last Mame: SMITH
Generation Suffix: [=]

Title Suffix: [=]

Mickname:

Organizational Title:
Authorizing Official
Mame: MICHAEL JONES
Title: DISTRICT SUPERINTENDANT
Phone: (555) 555-5555
) MJOMES@SCHOOL EDU

* E-mail Address:  _
©) MICHAEL JONES@DISTRICT EDU

. Add In Authorizati
YOU r H |gh 5Ch00| ’T; [ OTD aa:nan select the and click the 'Add Authorization” button: El
1 4 .

will appear here.
[

Add Authorization
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5) Select role of “EFAN system user” from dropdown box and enter email address. Provide your staff with access to
“Reports and Forms”. Select the date you authorize the access to begin (i.e. today’s date). Once you have
completed fields, click continue.

ESC Transactions FAFSA/TAP Completion General Functions

My HESC

Submit EFAN Application > Submit EFAN Application For New User > INnstitution Authorization

+ User Data
+ Submit EFAN Application | Add the authorizations for the applicant at this instilution. Click "Continue” to apply the autherizations to the EFAN application or "Cancel” to abert.
*You may remove any previously entered autherizations by clicking "Clear” and then "Gonfinue”.
+ Wiew EFAM Applications
+ Staff Veri Data
+ Reassign Staff Name Prefic:
+ Reclaim Staif First Name: ANDREA
+ Permissions Report ] o
Middle Initial:

+ My Account e -

ast Name:

Ch. My P rd

M cn""ge M" q“s"l“’ Generation Suffix:
+ Change My Questions e Sute
+ Revoke My Access

Nickname:

Organizational Title:
Institution Authorization
Institution Code. 360008500000 I

Institution Name: NEW YORK CITY GECGRAPHIC DISTRICT £ 8
" Role: =] <=| EFAN Svstem User

* E-mail Address:

* Confirm E-mail Address:

User Access: Use the checkboxes below fo request user accesses.
Authorization Level [T AuTHORIZING OFFICIAL

[l cHIEF AUTHORIZING OFFIC,

[7] REPORTS AND FORMS | Access to Reports and Forms
El Dais. T

[ Continue ][ Cancel ][ Clear ][ Print ]

FAFSA | TAP

6) This takes you back to the “Submit EFAN Application for New User” screen. You should see the institution
authorizations you selected, click continue.

Help
=1 ESC Transactions FAFSA/TAP Completion [JGeneral Funcions Search

hty HESC Logoff

Submit EFAN Application > Submit EFAN Application For New User

+ User Data

+ Submit EFAN Application An EFAN application is a request for access to HESC's systems.
+ View EFAN Applications Please enter the following information for the employee's EFAN application and click the "Continue” button. You will be asked to confirm the
+ Staff Verification data entered and sign the EFAN ion before it is .
+ Reassign Staff

+ Reclaim Staff Required information is marked with an* .

+ Permissions Report ——

+ My Account Mame Prefix [=]

+ Change My Password

+ Change My Questions * First Hams: ANDREA

+ Revoke My Access Middle Initial:

* Last Name: SMITH

Generation Suffix: [=]
Title Suffix: [=]
Mickname:

Crganizational Title:
Authorizing Official
Mame: MICHAEL JONES
Title: DISTRICT SUPERINTENDANT
Phone: (555) 555-5555
@ MJONES@SCHOOL. EDU
@) MICHAEL JONES@DISTRICT EDU

Comment:

* E-mail Address:

on o ons
To edit an authorization, select the Institution and click the 'Edit Authorization’ button:
) 350008500000 - NEW YORK CITY GECGRAPHIC DISTRICT # &
Institution: Role: VICE PRINGIPAL
E-mail Address: ASMITH@SCHOOL EDU
FAFSA / TAP - REPORTS AND FORMS
Authorization Level - AUTHORIZING OFFICIAL

Edit Authorization

Add Institution Authorization

: [=l
Add Authorization
ﬂ[ Continue | [ Clear || Print |
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7) Verify and review information you have entered. If information is correct, you will need to read terms of the EFAN
agreement, click the check box to indicate your agreement and click submit.

I I Help
- ESC Transactiong FAFSAJ/TAP Completion General Functions Search

Logaff

Submit EFAN Application > Submit EFAN Application For New User = Verify Application
User Data

+ Submit EFAN Application Please review the information you have entered and check the box in the signature section confirming you have read and accept the terms of this
application. Click the "Submit” button to save or the "Cancel” bution to return and make changes.

+ Wiew EFAN Applications

+ Staff verification EFAN Application

+ Reassign Staff Applicant Data

+ Reclaim Staff Mame Prefix:

+ Permissions Report First Name: ANDREA

+ My Account Middle Initial

+ Change My Password Last Name: SMITH

+ Change My Questions Generation Suffix:

-

Revoke My Access Title Suffix:
Nickname:
Organizational Title:
Authorizing Official
Mame: MICHAEL JONES
Title: DISTRIGT SUPERINTENDANT
Phaone: (555) 555-5555
E-mail Address: MJONES@SGHOOL EDU
Comment
Institution Authcrizations
Code
Institution Name: NEW YORK GITY GEOGRAPHIC DISTRIGT # 8
Role: VIGE PRINCIPAL
E-mail Address: ASMITH@SCHOOL.EDU
FAFSA / TAP: REPORTS AND FORMS
T REA=iaara i o

Signature
1 am employed by the institution named above and am authorized to requestirevoke this access for the employee named above. | have
the authority to authorize such access, and | certify | have instructed the employee on the protedules for using, accessing and NEVER

all i from HESG for any reason other than in with the s pei of the job
” of pr: HESGC | further certify that the e-mail address provided on behalf of the EFan Gaer 1D applicant
has been for use by that
[T micHAEL JONES August 26, 2014 A
L Q [ submit | [ cancel |[ Print |
¥

8) Confirmation message will appear at the top of your screen and new application ID will now be displayed. Please be
sure to print a copy for our records.

Transactions FAFSA/TAP Completion General Functions

My HESC

Submit EFAN Application > Submit EFAN Application For New User > Verify Application

Submit EFAN Applicatio ~The EFAN Application has been successfully submitted
Wiew EFAN Applications HESC has received the EFAN you just Most are set up within 5 working days Requests for file fransfer accounts
Staff verification may exceed this. Once the account has been established, both you and the applicant will receive e-mail nofification

Reassign Staff TS
Rieclaim Staif Application ID: 5645
Permissions Report W
My Account

Change My Password
Change My Questions
Revoke My Access

cai

Mame Prefix

First Mame: ANDREA

D A AN

Middls Initial:
Last Name: SMITH
Generation Suffix:
Title Suffix:
MNickname:
Organizational Title:
Authorizing Official
Mame: MICHAEL JONES
Title: DISTRICT SUPERINTENDANT
Phone: (555) 555-5555
E-mail Address: MJONES@SCGHOOL EDU
‘Gomment
Institution Authorizations

Code:
Institution Name: NEW YORK CITY GEOGRAPHIC DISTRICT # &
Rele: VICE PRINCIPAL
E-mail Address: ASMITH@SCHOOL EDU
FAFSA / TAP: REPORTS AND FORMS
Authorization Level: AUTHORIZING OFFICIAL
Signature
1 am employed by the institution named above and am authorized to nequesmeuoke this access for the employee named above I have

(I’IE authority to aumunze such access, and | certify | have on the pr for I.ISIHQ nd NEVER
il all i i from HESC for any reason other Ihan in i with the erf of lhe job
g of pr HESC | further certify that the e.mail address provided on behalf oflhe EF AN User 1D applicant
has been for use by that
MICHAEL JONES August 26, 2014
N Print
| ) S

9) Your staff should receive an email from HESC within five (5) business days welcoming them to the system.
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What if you if don’t hear from HESC within 5 business days?

1) If you and your staff do not receive welcoming email from HESC within 5 business days, you can call the HESC
Help desk at 1-866-431-4372.

2) You may also view the application status online at the “View EFAN Applications” and enter criteria to search
applications. Once search criteria is entered click view.

1 Help
“=_H ESC Transactions FAFSA/TAP Completion | General Functions Search
Mty HESC Logoff
View EFAN Applications
+ UserData
+ Submit EFAN Application An EFAN applicalion is a request for access to HESC's systems. o ) o
+ View EFAN Applications This screen lists applications for the search criteria specified. You may search by Application 1D, a full or partial name, or application status.
+ StaffVerfication Applicant Last M : Applicant First N : Applicant MI:
+ Reassign Stafr pplicant Last Name: pplicant First Name: pplicant MI:
+ Reclaim Staff Authorizing Official Last Authorizing Official First Authorizing
+ Permissions Report MName: Name: Official MI:
+ My Account Application 10: Status: Iz‘
+ Change My Password o E| i —
+ Change My Questions Applicati Order By: | APPLICANT NAMPT™T
+ Revoke My Access [ View ] [ Clear ] [ Print ]
Application ID was generated for you on the confirmation

page when you submitted application

3) Results and status of application are displayed.

HESC o
=1 ‘  Transactions FAFSA/TAP Completion | General Functions Search
My HESC Logoff
View EFAN Applications
+ User Dala
+ Submit EFAN Application An EFAN application is a request for access to HESC's systems.
o e Rt AT e This screen lists applications for the search criteria specified. You may search by Application ID, a full or parfial name, or application status.
¢ StarrVerfication Applicant Last N Smith Applicant First N Applicant MI
+ Reassign Stafl pplicant Last Name: Smi pplicant First Name: pplicant MI:
+ Reclaim Staff Authorizing Official Last Authorizing Official First Authorizing
+ Permissions Report Mame: Mame: Official MI-
+ My Account Application 1D: Status: [=]
+ Change My Password
. Change My Quostions Application Type: B2 Order By: | APPLICANT NAME [~]
+ Revoke My Access [ WView ] [ Clear ] [ Print ]
v A total of 1 item(s) met the selection criteria
v ltems 1 through 1 are currently displayed.

Roview

Date
8/26/14

Status
PENDING USER SIGNATURE

Form
E

Applicant Name
©) SMITH, ANDREA

Authorizing Offical
JOMNES, MICHAEL

App ID
5645

Type
NEW
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IIl. FAFSA/TAP Customized Report

A. Accessing NYS FAFSA Completion Initiative Website

1) EFAN users can access reports from the HESC secure system in a number of ways. Your HESC welcoming email
will instruct you to visit HESC.NY.GOV. From the home page you can click ‘HS Counselors’ link under ‘Partner
Access” fly-out.

=

Higher Education Student Access
Services Corporation ao 2

Andrew M Cuomo, Governor  Elsa Mages, Acting President

Prepare Pay Repay Contact

You’ve Set Goals

You’ve Worked"Hard
You’ve Graduated

2) Fly-out will bring you to High School Counselors Page, click “FAFSA Completion Initiative.”

Higher Education Student Access
Services Corporation

TS <]
Services Corporation

Prepare Pay Repay Contact

Home / ParinerAccess f{ High School Counselors

High School Counselors

HESC Counselor

The High School Counselors section contains tocls and support for you. Use them to help your e

students choose the right college and receive maximum financial aid.

) . Youll receive our free, quarterly
Don't stop here, though. You'll find the college planning and financing resources for students ; .
throughout Prepare for College, Pay for College and Repay Your Loans SESREREES e e

S i - oliege. Pay elleg pay slerts about new podcasts,

articles, and tools for planni and
In addition to the counselor resources below. you'll find college planning and financing resources for = s

ing for coll =
students throughout Prepare for College, Pay for College and Repay Your Loans e ==

SIGN UP NOW

Counselor Center Stmudent Resources Financial Aid Nights

" In The Spotlight

More Programs & Services FAFSA Completion
Initiative

Register Now for a HS
Counselor Workshop
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3) Once at the FAFSA Completion Initiative page clicking on the “Log in for Customized Report” link.

Tip: You may access this page directly here.

Higher Education My HESG Account Access
Services Corporation —
s g o, o [ |~ o e

Prepare Pay Repay Contact

Home / ParinerAccess / High School Counselors / FAFSA Completion Initiative

NYS FAFSA Completion Initiative

A

REACH HIGHER NYS FAFSA Completion Initiative = _— 4

Reach Higher: FAFSA Completion Challenge

The Reach Higher Initiative is First Lady Michelle Obama’s effort to inspire every student in America
iotovo ob frbgic £t L thoic oo thinh onbonl sebath s

4) Your browser will open this logon screen where you must enter the User ID and password, once you complete
required information click logon.

e HESC

Logon
Exnpurd rirafion m mEied e g
Enfen o e 1D et Soramsced T oo R e Vo B paryeeord

* i | R
E vty W Molmornd) weliwm-gilets sy o [ing e b R i Oyl Ebrpeied The S g el el sy PR ey
Ve 7 mvrmes ety e Tt |

e e TP L e Bl o e P Pt el oalptorng: bt 707 ihipteed B
. Logos J| Comcel |
Terms wad Condiions of Use of HE 20 Wel [lasi rervised 71000

Tinen b, of v Bbhec Ty Rovn B il ST VO e 1o ot e Dy B e Dactara ). FATaL of Bare Vi Sint Pl T oo sion oo piecn L 5T
Bt P B DA ERTRL. b Pl FoASa S il Bk begehd [ it Tttt doad) Pt FF AR | g oty i, bl 55 F pome ot S b AR

ik b Becoewe o auihorCed Gusirernl pacinar el HESC pinece call ma o -0 1S S0 (1SR XU Ogliom. T

il
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B. FAFSA/TAP Customized Report Tab

1) Once you've logged in, you will be on the FAFSA/Tap Completion screen. On this screen, you’ll see the date
as of which the data was last updated. Data is processed daily except for holidays and weekends. You can
access the report by clicking details.

Vot [l Fers

Selact Customized Reports

Foiec] Coplomond SRporT Ty poge casily 3 bas of mplhaered FAF S Copbme i SR @ aphaceis s nase
T Pk St e B R T

FLEKE BE AL BTG HELF for Cotomots R Thivs B sy el faQieitons bl v Teis oot

e ol L T il I e et

o

2) Select the report format — either a PDF or a Spreadsheet.

Tip: You may want to select the spreadsheet format if you want to add comments on each student,
reminders or combine the report with other school-collected data.

et e et Ensocts : e 5
Sk e st
- i oy s oot st a6 o ot Bt oty AR Ty il Bt o Tt B oS g b g e e et ey e et
Enlier Fopeld Pl rers prring o SSewisieg P epart

B e o a2
T PO ot -

Emgat Dot @ POIF Spweadibeet (L]

TRCES fatesl Cade 1 2SASSTESODT HESC High Somoal

= e s g 20 0520

Digin FAPSE Sebemied

* B e G (LS P Frpt Pl (7]

gt il St el =]

—— | 2

FAFSA/TAP Completion Report Page 13 of 18



Department of
Education
Carmen Faniia, Chanosfor

3) Select the academic year. The Academic Year is based on when the student will be attending college and
runs from July 1 through June 30™. So high school students graduating in June 2016, will be enrolling in
college for the 2016-17 academic year.

—'1‘”-':"1*—1 Trasmscamnn | FAFSASTAR Completinn  riw sl B tusi

Ll Coploemied Bepeoety = EFABE Repon Parametears

Sapimil Colioemlond Bpmett  Ligd) P brop F dullingd B potr pings rpedet dibiped Speptl p B ol 1 aelid e it
ko el Skl pySO T P S TR B P T TG wl D NG g R sl S e
e Toc mamy ope regor! wnconrs o e parw me moy caod Begs mel imea Fo Ba bed cerionmance chose The repcr] sincow when vou P 2ore
Evtid Bt PR Si e oeteg oS memtiades B rezee]
Arcwesd ploresion s maried el )
i PLF B e ek el el Wt ol 0 20 o i

Pepodt Ot @ POF Soreadabent (1)

®MCES Bobaol Code 1 Z34S5TE00NT HESC: High Sonesl

|_> |._4 vour 252016 5]

bt FAF §d Soummed k=

* Firsd Sart Qmies. L251 HitwroyF st haswroi [=]

Sucond Sod Oeder =

Sabmdt | | Clear || Prem 1 S

4) Enter a desired date range for the report, based on the FAFSA Submittal Date (MM/DD/CCYY). If this
parameter is left blank, the report will show all records for the academic year selected. However, you may
want to generate data showing statuses for the month or from the date you last generated a report.

s g B D

Sl £ e B = ERRET Report Paramabers

Srimdd Tosdo—uowd Bepmrlt Do B Srow o ovipad B s owr reoc? oriiee s Sriec! B Sorl Delier 2 ordes pow recoeth

T T T I R
- i iy b el s o B oy By gy Lyt iy b § B et B i by e rge s e b it e B
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Frpat Dudpat @ PO Spreaddibeer L7}

. e Sameet Coe | 1 ESHSSTESOD HEST High Schoe

* e st wepe 2TVE-Z0NE [ ]

| [ —— u
= Fsa B G LBES Ppman F g hinemae v ]

St el Bt et -1
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5) You will be able to choose the desired sort order. Select a primary sort field and a secondary sort field.

you sort select data elements click submit to generate your report.

You can sort by any of the following data elements:

e Last Name/First name e FAFSA Completion Status
e NCES School Code e Date TAP Application

e Date FAFSA Submitted e TAP Application Submitted
e Date FAFSA Processed e TAP Application Status

L} 1 L‘_"L_ Trmim i e AP A TR Dol ot ad Fome dmsid

tobee] Cplomised Bagets = [EPART Foport Parameters
-
Sopiel Cymfimigd gttt liied) B Wy F il Pes piler rins prdele dobineod o] b G0 Celed B geled i sbuded

oo B Sagmal o WY Ty Sl P B ot S s sl Gt P e’ ] sl B g
- Tea ey oo recor oy o e L B moy S Begis EEl e Foe Ba bl eriorares S e o] encdow W vou e 2o

Evts Bt Pl i crrg ore e o S bad e B regie]
Aroer reralcon smarbe = 5
Trar FUoF oo it B el il W o sl 200 o ey

T
Bipat Outied @ POFE 0 Seremdsbest (1)
S S Boheol Dode | 1 ZSASSTESID HEST High Scncsd

e R TR e |'5- =~

[upp FAF 5L g Rumamay k

* Firsd Soet msnr L2 RwreFormit hlered [=]
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6) A new browser tab is opened that will display a message that your information is being
retrieved.

AR CR S e G

# ; [T P'b-u'lr Prop Fow Calang
HESCT 15 m the process of retmeving the inforssation vou have requested Fleass note thas sosme reports man: take several mnmstes
2o patier alll the Ill&‘flll"l'."ll that has been requessiesd

1 the yepor? output brpe 13 a spreaddhest or other file that wall be dovmlosded. pleane close s window wiben the Gle Sonnload
Eaas completed
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C. FAFSA/TAP Completion Report - PDF Format

1) If you selected pdf format, report will display the parameters you entered along with a key for
the FAFSA and TAP filing status codes. Please note: Errors cannot be corrected by HESC,
students must go back in to correct their form.

New York Highers ESucation Servioe Cornporation
T Washangion Avenue AlDarvy, New York 12255
1-S05-4A33-00%C (1-80e8-A31-4272)

m.m m m
FAFSA/TAP Completion Report
Thee e used 10 Ths
NCES Samool Code IGQATROOTIST
AT Year 202538
FAFSA SUub—ittes Date Sagpinn AN
FAFSA Submitied Date Eno AL

Farst Sort Order
SACTONS Lot

Last Narna/First name
NCES School Code

FAF SA Completion Status
1 & FAF SA sulbrmited St Nt processed o 10 Messmg ssgratiseds |
2 = FAFSA processed wan an EFC cacutated
3 = FAFSA processed wah eoses
St |
5w TAF ApDhC S00n waberiiied Dat Nt DroCossed OUe 10 MesSSg SHnaturels )
2 = TAP ASDRC a00n procested B oty Setocrreswd
2 = TAER Apohcatom procesied with erocs

[(Ta»

2) Customized report will be displayed on the second page of the PDF document. Below is a sample
high school, NCES code is 362475003362 and sorted by “Student Name” as primary sort field.

Neow York Migher Education Service Corporation
99 Waskingion Avenve ABany, New York 12255
1-866-431-M0C (2- R8240 72)

FAFSA/TAP Completion Report
i > Ji SIS i
Sl Ebacy ‘.'»iy - 'L
Anderca Thomas [T 12/4/199)
| Abbott [sessica 1A unel
Doe oo | a/mnom)|
Franklin |Lawie 1) 12/1/1993|
Geeco [dobn It Waf1om|  a7Ms] MMIL00NSI Wy s D
Shedlac IMeghan M | A21991] 67890 BEMIS003362 US| 1S 3| s z
et | Dowghen 12/22/1900] 1M 365001582 108 1
Sy IMary |1 A2/1993]  12045] BMI5003362 215 1
Totnant Alex V19199 ere0] 6047008342 Wrfaons  1asms )|
Victor AncthomyM | /25/199)]  WI890] 62475003362 U205 |
Jinaget Ance U2/190)]  6TE0] MMIN0083 Ar0ns| s D z
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FAFSA/TAP Completion Report - Spreadsheet Format

1) If you selected a Spreadsheet output format, the following will be displayed, in a new tab, after
hitting submit. You will be asked if you would like to Open or Save the generated file. (The
message may vary slightly depending on browser being used.)

—=H{ESC

lvn-hb'-oo-"'k:(dq-

HESC 33 = the process of retnetng the sdormanon you have requented. Please nose that scene repocts ==av take several muimmes 50
gather all the mnfocraat:on that has been requested.

I e repost conput Ty 38 & spreadiboct or ofber Ble gt mill be Somnlcaded, please close this mindow when e file download has
< e
oropleted

o o0 want 16 open o rave QGRO10_3S0TMIEES 160 cov o TENPTRITE Ty

I—\ Open Seve = Cancel

|4

—=HESC

} P —

2) Upon opening the spreadsheet, you will again see the parameters entered, the filing status key
code, and the report itself.
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Thet Fodlownng] PArETESE T ST U8 B0 JREEEE ThiL rapart
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B8 SR & Pl DS WAL T

—= [F LT TP [T
Tl Dete o [NETFTEEY Dulr TASA Compiction Applustion Applicalion
Sduichend Ll Wamas Wamas bl Barth Fplods ROP Whool Code d  Esbus Subeimed Wit
Pl . Frvur, T FETRES L I & 10T B T Wi TR F ] 1
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Shallac Maghan M AT SR ol PR pIE T TUR FT TR TT Y b MR 1
Soadln. Dot FFT L il PRl 2 it 1
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3) After you have finished viewing, printing, or saving the generated report, you may switch back to your
original tab, which will still have the ‘Enter Report Parameters’ screen open. You may now generate
additional customized reports if desired. When you are done generating reports click Logoff button.

-:-I “.':l';-._ Timrsitemes  FAFRAFTAP Complefns  (orsei ol P lnars
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