
 

FAFSA/TAP Completion Report  Page 1 of 18 

 
January 2016 

 
 
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 enrollment 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 

 

 

   

http://schools.nyc.gov/Offices/OPSR/financialaid
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NYS FAFSA Completion Initiative: Questions and Answers 
 

1. 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. 

 
2. I received my ID and password but I am having problems with logon. Who do I call?  

You can call HESC Help Desk at 1-866-433-HESC (1-866-433-4372). 
 

3. 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.  

 
4. 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. 
 

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

 
6. 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.  
 

7. 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. 

 
8. 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. 
 

9. 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. 

 
10. 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. 

 
 
 

https://studentaid.ed.gov/sa/fafsa/next-steps/student-aid-report
https://studentaid.ed.gov/sa/fafsa/next-steps/correct-update
https://www.hesc.ny.gov/partner-access/high-school-counselors/fafsa-completion-initiative.html
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I.  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.  
 

 

 

 

 

 

 

 

 

 
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. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

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: 

#TEMPORARY_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. 

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

  

 
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.  
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5) Review and verify your information, then click submit. 

 

6) A confirmation message will appear at the top of your screen.  

 

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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II. 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.  
 

 

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. 

.  
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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. 
 

 
 
 

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.   
 

 

 

 

 

 

Your High School 

will appear here. 

https://nces.ed.gov/ccd/schoolsearch/
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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. 

 

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

 

 
 
 

EFAN System User 

Access to Reports and Forms 
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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.  

 

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.  

 

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. 

 

 
 

3) Results and status of application are displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

Application ID was generated for you on the confirmation 

page when you submitted application 
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III. 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.  

 

 

 

 

 

 

 

 

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

 

 

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

required information click logon.  
 

 
 
  

file:///F:/HESC/directly%20at:%20hesc.ny.gov/FAFSA-Initiative
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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. 

 

 

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. 
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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 30th.  So high school students graduating in June 2016, will be enrolling in 
college for the 2016-17 academic year. 

 

 

 

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

You can sort by any of the following data elements: 

 Last Name/First name 

 NCES School Code 

 Date FAFSA Submitted 

 Date FAFSA Processed 
 

 FAFSA Completion Status 

 Date TAP Application  

 TAP Application Submitted 

 TAP Application Status 
 

 

 

6) A new browser tab is opened that will display a message that your information is being 
retrieved. 
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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.  

 
 

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.  

 

 

 

 

 

 

 

 

 

 

 

https://nces.ed.gov/ccd/schoolsearch/
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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.) 

 

 

 

2) Upon opening the spreadsheet, you will again see the parameters entered, the filing status key 
code, and the report itself. 
 

 

 

Status Key Code  
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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. 

 


