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OVERVIEW

Verification is a review process used to confirm the accuracy of information reported by students on the Free
Application for Federal Student Aid (FAFSA). Further, verification is a federal process regulated by the U.S.
Department of Education. These regulations require the processing of all changes and corrections to the
applicant’s FAFSA information.

Typically, 30% of all FAFSA applicants are selected for verification by the Central Processing System (CPS).
Selection is either random or occurs because reported data has a high statistical probability of error. Further, a
student and/or a campus financial aid administrator may initiate or request verification.

The FAFSA verification process compares the information provided on the FAFSA to tax documents, W2s,
verification worksheets, etc. (whether federally or institutionally selected) provided by applicants. FAFSA
verification review ensures that the student’s FAFSA application is processed accurately to determine the
student’s financial aid eligibility.

Federal verification is typically a customizable approach to identify applications selected and the specific items
that require verification. The standards for potential verification items for unique award years is published in the
Federal Register (see link in resources below) annually.

In fall 2017, the University System of Georgia (USG) implemented CampusLogic Student Forms (CL) system wide to
streamline the federal student aid process. The deployment of the CL tools, in conjunction with the Banner
Student Information System (SIS), have simplified, standardized, and automated how students and families
resolve most FAFSA verification issues. This initiative has dramatically reduced the time spent by students and
schools grappling with, and sometimes being derailed by, a complex federal process.

DEPARTMENT/AREA

Financial Aid Shared Services

Institution Financial Aid Offices

DEFINITIONS AND OTHER INFORMATION

For a comprehensive list of definitions and other information please refer to the Federal Student Aid Handbook

Shared Services Center (SSC): The office of the Shared Services Center of the University System
of Georgia and all personnel assigned to such office.

University System of Georgia Shared Services Center Page 1 of 48
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082


https://fsapartners.ed.gov/knowledge-center/fsa-handbook

T

FAFSA Verification Procedures
N OF GEoRGIA Last Updated: 02/2022

OneUSG Connect

Verification: A federally mandated process to confirm the accuracy of data provided by selected
applicants on the Free Application for Federal Student Aid (FAFSA®). To complete the verification
process, the student, their parent(s), or spouse, if applicable, are required to provide certain
documents to the institution for review. If the documentation the student provides to the
institution does not match what was reported on the FAFSA®, verification can result in changes
to the student's financial aid eligibility, and/or financial aid offers.

CPS: Central Processing System (processes FAFSA® data submitted by students and parents)

C-Flag: The Central Processing System (CPS) adds comment codes and text to the student’s
transaction to provide information to the student and to institutions about the student’s
processed Free Application for Federal Student Aid (FAFSA®). A flag/comment code of C is an
indicator that institution resolution is required.

Additional Financial Aid definitions/information can be found at: https://fsapartners.ed.gov/home.

RESOURCES

Please review the attached Appendices A, B, C, and D at the end of this document for comprehensive resources
for the areas noted below regarding verification processing:

e Appendix A: IRS Information

e Appendix B: Acceptable Documentation for Verification
e Appendix C: CampuslLogic

e Appendix D: Additional Resources

VERIFICATION PROCESSING INSTRUCTIONS

The following sections will guide users through the process of using CampusLogic and Banner to review and
complete verification on student files.
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FILE REVIEW

1. If a student has been selected for verification, the Applicant Requirements page (RRAAREQ)
in the Banner database will have a requirement (code may vary) listed indicating that the
student was selected for verification. If there are additional C-flags or comment codes that
need to be reviewed, other requirements may be listed as well (this may vary across
institutions).

e |Institutions will need to load FAFSA records into Banner on an established

timeline and frequency (best practice would be to load files at least 2x per

week).
e If Institutions have the CL Connect Integration setup to load FAFSA/ISIR files, the

files will be loaded to CampuslLogic automatically. If the integration is not setup,

institutions will need to load FAFSA records into CampusLogic on the same
cadence as Banner.

e Institutions are responsible for the first communication to their students selected
for verification. The communication would direct students/parents to the
CampuslLogic portal to review open tasks and to submit required documentation.
After the student accesses the CampuslLogic portal for the first time, any
subsequent communications for outstanding tasks or documentation needs would
be sent to the student from CampusLogic based on institution setup frequency.

e After student’s have submitted all required documentation, the files would be
ready for review in the CampusLogic portal for administrative users at the campus
and SSC.

2. Loginto the appropriate institution CampusLogic (CL) administrative StudentForms portal

3. Select the ‘Workflow’ queue.
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Award Year: 2021-2022 v Student Type: All

File Review

Files Available: 26
Files Pended: O

ih

Get Next File

4. Select the appropriate award year from the drop-down list of values.
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Award Year: 2021-2022 v Student Type: All

Files Available: 26
Files Pended: O

Get Next File

5. Select ‘Get Next File’ or ‘View All’ to select from the entire list from the ‘File Review’ tile.
Typically, selecting the ‘Get Next File’ option will give you the next student in order of the
date/time the student submitted required documents; however, it may be beneficial to see a
list of students and select them from the ‘View All’ option.

Note: the student’s file will only appear in the ‘File Review’ tile once ALL required documents
have been received.

University System of Georgia Shared Services Center Page 5 of 48
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082



o THE

b
& 8

H H

0000 ;

% &
s

5

FAFSA Verification Procedures
N OF GEORGIA Last Updated: 02/2022

OneUSG Connect

Workflow Reports

Award Year: 2021-2022 v Student Type: All

File Review

Files Available: 26
Files Pended: O

Get Next File

6. If you click on ‘View All’, a window will open with a list of students who are ready to be
reviewed. You can then select a student from the list.
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Verification File Review Workflow
Transaction Status: Ready for Review v Award Year:| 2020-2021 v Student Type: All v
Comment

Date Ready First Name Last Name Student ID Last Saved On Last Saved By V Group Codes Status
8/25/2021 n/a Reviewing
8/28/2021 " n/a 132,124 Reviewing
8/31/2021 8/20/2020 Reviewing
8/31/2021 n/a 144 Reviewing
9/1/2021 n/a Wil 170 Reviewing

7. The ‘View All’ window will show students, what verification group the student is assigned to,
and some comment codes that are applicable to the student. To select a student for file
review, click on the student’s name.

Workflow Reports Admin v

SSN: DOB: Transaction Type: | Verification v
Student ID: Phone:
Email: Available ISIRs: Choose an ISIR... v
Transaction: 2021 - 2022 Transaction 1 StudentIRS DRT Code: QO Dependency Status: D
Status: Reviewing file Student IRS Display Flag: C V Group: V5
Created on: 06/29/2021 %Earent IRS DRT Code: 05 Comment Codes:
arent IRS Display Flag: B EFC: 4171
File Review

[J Show Previous Versions

select = Document Type Status Information Date Submitted Date Reviewed
v Reviewed 08/31/2021 11:39 AM | 09/22/202107:10 PM
v Reviewed 07/22/202105:07 PM | 07/29/202101:19 PM
v Reviewed 07/02/202103:50 PM | 07/29/202101:20 PM
v Reviewed 08/09/202105:08 PM | 08/09/2021 05:52 PM
University System of Georgia Shared Services Center Page 7 of 48
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8. If you click on ‘Get New File’, a window will open displaying the next student in the list (by

date order that the file was completed by student) that is ready to be reviewed.

Transaction Type: | Verification

Awvailable ISIRs: Choose an ISIR...

SSN: mEww DOB:
Student ID: Phone:
Email:
Transaction: 2020 - 2021 Transaction 1 v Student IRS DRT Code: 02
p Student IRS Display Flag: B

Status: Reviewing uploaded document(s) play . 8
Created on: 07/28/2021 Parent IRS DRT Code: 00

) e Parent IRS Display Flag: A

File Review
Select | Document Type Status Information

O Mot Reviewsd

O Not Reviewed

] Mot Reviewsd

Dependency Status:
V Group:
Comment Codes:

EFC:

) Show Previous Versions

Date Submitted

08/18/2021 09:55 PM

o

Date Reviewed

9. While you have a student file open, be sure you are on Transaction Type - ‘Verification’ and

the correct Transaction — ‘Aid Year’

SSN: mEww DOB:
Student ID: Phone:
Email:

Transaction Type: | Verification

Available ISIRs: Choose an ISIR..

@ 20202021 TramcD StudentIRS DRT Code: 02

Student IRS Display Flag: B

. el (s)
Sétraet:tzd o (F;;\j;eg‘féggzip' oaded document(s) Parent IRS DRT Code: 00
. e Parent IRS Display Flag: A
File Review
select | Document Type Status Information
O Mot Reviewsd
O Mot Reviewed
] Mot Reviewed

Dependency Status:
V Group:
Comment Codes:

EFC:

) Show Previous Versions

Date Submitted

08/18/2021 09:40 PM

09/07/2021 05:35 PM

08/18/2021 09:35 PM

Date Reviewed

10. Click on the ‘Comment Codes’ on the student file to verify there are no C-flags that need

resolution. Some institutions may track various C-flags or comment codes in Banner on

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
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RRAAREQ. Check the comment codes in CampusLogic and the Banner RRAAREQ page to

ensure that the student’s file is updated correctly in Banner and all additional requirements
are updated as applicable.

Verification group for student: V1
Comment Code  Description
Heading Comment What you must do now
Change in NSLDS History
(General Instructions for making corrections
Discharged loans
SAR must be received by processing deadline
Student in process of requesting TPD discharge.
May be pell eligible based on EFC
Independent student selected for verification
Loans discharged by veterans administration

Pell lifetime eligibility used

T
Unusual enroliment history

NOTE: You will know the student was selected for verification because their ‘V’ group
(verification group) will be visible.
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\/e |’|]C| Cat | on ’:| | e Re\/ | ew W[)l’kﬂ ow When using the View All' opticn to see files that
are ready to be reviewed, there will be a column
titled 'V Group.” This column will list what
verification group the student is assigned to. If this
Transaction Status: Ready for Review v Award Year: 2021-2022 v Student Type: A||column is blank, the file likely has C-flags that need
1o be reviewed/resolved.
Comment
Date Ready First Name Last Name Student ID Last Saved On Last Saved By V Group Codes Status Status D
i
. , o - I 10/28/2(
10/28/2021 n/a Reviewing uploaded document(s) 827011
0 - . o uslonded docurmansie | 111208
11/1/2021 11/2/2021 n/a Reviewing uploaded documenti{s) 10:02:41
[2/202 P - ~ ~ . 11727200
11/2/2021 n/a Reviewing uploaded documenti{s) J——
/2/202 122/202 . e 11/2/20:
11/2/2021 9/22/2021 V1 170 Reviewing file 8:00:59 F
/3r202 R ' e | 10
11/3/2021 8/12/2021 Vi 170 Reviewing uploaded document{s) PE4ATE
SSN: DOB: Transaction Type: | Verification v
Student ID: Phone:
Email: Available ISIRs: Choose an ISIR... v
Transaction: 2021 - 2022 Transaction 1 Student IRS DRT Code: 00
Status: Reviewing file Student IRS Display Flag: C V Group: V1
Created on: 04/20/2021 Parent IRS DRT Code: 01 Comment Codes:
Parent IRS Display Flag: B
EFC: 0
. . |After the student's file has been opened, the 'V
File RevieW Group’ for the student will be displayed in the V
Group' field, as shown. If this field is blank, the
student was not selected for verification; however, o . .
the student may have C-flags that need to be LI Show Previous Versions
Select | Document Type Status i reviewed/resolved.
v Reviswed
v Reviswed
v Reviewed 08:51 PM

11. After you select a student from the list of students ready to review and have verified the
‘Transaction Type’ field is ‘Verification’ and ‘Transaction’ field is the correct aid year, review
of submitted documents begins. The documents will be listed under the ‘File Review’ tab as
shown below:

University System of Georgia Shared Services Center Page 10 of 48
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S5N: = DOB: Transaction Type: | Verification v
Student ID: Phone:
Email: Available ISIRs: Choose an ISIR... v

Transaction:

Status:
Created on:

Select

0o o 0Ooo

2021 - 2022 Transaction 1
Reviewing uploaded document(s)
02/24/2021
View Current ISIR

Document Type

Student IRS DRT Code: 00
Student IRS Display Flag: C
Parent IRS DRT Code: 0o
Parent IRS Display Flag: N

r .H

Status Information
Reviewed

Mot Reviewed

Mot Reviewed

Mot Feviewed
Mot Reviewed

Mot Reviewed

Reviewed

Dependency Status:
V Group:
Comment Codes:

EFC:

Date Submitted

09/15/2021 06:46 PM

0%9/24/2021 05:38 PM

09/21/2021 04:20 PM

08/2%/2021 10:10 PM

09/13/2021 08:24 PM

09/15/202107:24PM | 09/21/202108:24 PM

[[] Show Previous Versions

Date Reviewed

12. Before reviewing documents, it is a best practice to review any previous documents that
were submitted by the student and parent. access this information by checking the ‘Show
Previous Versions’ box. If older versions of documents submitted exist, staff can review and

see notes associated with earlier versions.

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
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Rejected Document

Reason: Other

Comment: Since your mother filed taxes but your
father did not please be sure to choose the correct
option under the Parent Taxes portion of this form.

13. The following section will focus on and detail the document review(s) as well as how to reject
documents that are incorrect.

DOCUMENT REVIEW

1. After selecting a student file via the CampusLogic portal (either by selecting a student from
the ‘View All" action or the ‘Get Next File’ action), the student ‘Transaction Page’ will appear.

2. Select ‘Verification’ from the ‘Transaction Type’ list of values and the correct aid year from
the ‘Transaction’ field list of values.

University System of Georgia Shared Services Center Page 12 of 48
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. n DOB: Transaction Type: | Verification @ v

-e Phone: Available ISIRs:,  Choose a Transaction Type...
| SAP Appeal

T

e 2020 - 2021 Transaction 1 i Student IRS DRT Code: 00 Dependency Status: |
Status: T —— W Student IRS Display Flag: C V Group: Vi
Created on: N Parent IRS DRT Code: 00 Comment Codes:
2021 - 2022 Transaction 1 .
Parent IRS Display Flag: A

EFC: 0

File Review

3. Before reviewing or updating the student file, check the Applicant Comments (RHACOMM)
page in Banner. This page will alert SSC staff to whether the student file is being worked on
by institution staff. Comments regarding the student file for the applicable aid year will guide
SSC staff on next steps.

4. SSC staff will not process files that have notes indicating student is being handled by
institution staff

b4 @ ellucian Applicant Comments RHACOMM 9.3.13

10
* APPLICANT COMMENTS
Aid veart BB [ Category Code | - Created 09/30/2021
<
Comment | Albany FAD is working with student Do not process in CL at this time.
<
aid Year® 2122 | Category Code | | Created | 09/21/2021
p L5
Comment | Approved DVF and marriage certificate. Rejected non filing letter and 10403
<
Aid Year* |202‘1 =/ Category Code | = || Created 03042027
<
Comment
Ran disbursement on the student account Fall 2020
Mot enrolled in Spring.
<
University System of Georgia Shared Services Center Page 13 of 48
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5. SSC staff will review the list of documents that have been submitted by parents and students.

These documents will appear on the page beneath the ‘Document Type’ column.

File Review Student Viev
v
Status Information
Neb Form Reviewed

Mot Reviewed

Mot Reviewed

O Parent 2-201%9 Federal |RS Tax Return Transcript Mot Reviewed

Mot Reviewed

a

Mot Reviewe:

Reviewed

[ Show Previous Versions

Date Submitted Date Reviewed

09/20/202111:57 PM | 09/21/2021 08:25 PM
09/15/2021 06:48 PM

09/24/202105:38 PM

09/21/2021 04:20 PM

09/29/2021 10:10 PM

09/13/2021 08:24 PM

09/15/202107:24PM | 09/21/2021 08:24 PM

6. Click each link under ‘Document Type’ to review documents submitted. Detailed Information

regarding each document type and what to look for is provided in Appendix C.

1wz Q -t e m A DY Y 0T B
e 2021-2022 Verification Worksheet
n Stude
Sa=is Student (and parent/spouse) will complete a

e Verification worksheet as applicable and
requested. The values entered on the worksheet
will be either automatically or manually(by
practioners) translated to the column of values on
the right side bar

Your 2021-2022 Free Application for Federal Student Aid (FAF}
law says that before awarding Federal Student Aid, we may
your FAFSA. To verify that you provided correct information e fi

with the information on this worksheet and with any other gfGuired|

submit the form and other required documents to thgfinancial aid administrator at your school. Your school may ask for additional
information. If you have questions about verificgfon, contact your financial aid administrator as soon as possible so that your
financial aid will not be delayed.

Dependent Student's Information

Student’s Last Name Student's First Name- Student's ID Number

Student's Phane Number Student's Date of Birth

Dependent Student's Family Information

List below the people in the pareni(s)' housenold. Include:

1. You, the student.
2. Your parent(s) - for FAFSA purposes - (including a stepparent) even if the Student doesn't live with the parents.
o If you need help knowing what parent(s) to list below click here.
o If your parent(s) are unmarriedidivorcedseparated and do nof live together, list just one: parent (who you lived with the
most).
o If your parents are married or remaried, list the parent who you lived with the most and hismer spouse.
© If your parents are unmarried and living together, list both parents.

e
n
A
3
y
need o be corrected. You and at least ane parent myef complete and sign this workshest, aflach any required documents, and

Document Values

Student's Last Name

Student's First Name

Student's Date of Birth

Parents' Number of Family Members

Parents’' Number in College (Parents Excluded)

1

Student Income Earned From Work

o

Student's Tax Return Completed?
Will not file v

Student's Adjusted Gross Income From IRS Form

]

Student's U.S. Income Tax Paid

o

NOTE: Document values may auto-populate on the right side of the page. You must still confirm that all

required values are correctly entered and add/correct as needed.

7. While reviewing documents, compare to the Banner page RNANAXxx to identify potential

discrepancies that need to be addressed.

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
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X @ellucian

2021-2022 Need Analysis RNANA22 9.3 23 I8 o

ID: Aid Year: 2122  Number of Applications: 1 Source: EDE

EDE Correction: LJ} Transaction Number: 01

Demographic T I Bam"xmdl Status I oo areen

T DEMOGRAPHI

Lock Current \

IRS DRT Flags

Sequence Number: 1 Current Record: Y

Infermation Release

documentation will be compared to data submitted on the
FAFSA (by using RNANAXx ). By reviewing information in
Banner while completing documentation in CampusLogic,

Male or Female  2=Female

T DETAILS
Last Name ocial Security
Number
First Nams Staff will review RNANAxx pages as part of reviewing E-mail
- files/documents in CampuslLogic. The data submitted on
Middle Initial Verification worksheets, tax returns and any other Verification

fication Group

Legal Residence  GA

Resident Since

Address 1ot W ! ! Date of Birth
conflicting information can be identified for resolution.

City enship Status

State GA R 1

Number

Zip 30263 ... Legal Resident

Before 01-Jan-2016

Home Phone Current Marital

Number Status

Date of Status
1st Bachelor's
Degree by 01-Jul-
2021

ADD |B RETRIEVE J% RELATED 3 TOOLS

Start Over

+]
1]
o
v
-

. Filter

2=No

8. After entering or reviewing all values in the right columns, you will need to either ‘Complete’

or ‘Reject’ the document.

9. If the document is complete (signed and has all the required data), SSC staff will click on the

‘Complete’ button.

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
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Review Document -

2021-2022 Dependent Ver fication Web Form (Active) {Locked by Kristin Hooks

2 | of2 Q - 4
Parent's response s:

¥ My parents are married or unmarried and living together and filed their taxes separately for 2019,
¥ My parents will upload their separate 2019 tax transcripts from the IRS.

Certification and Signatures

Each pergon signing this workshee! certifies that all of the information reported on it is complete and correct. WARNING: If you
purposely give false or misleading information on this worksheet, you may be fined, be sentenced to jail, or both.

The student and one parent must sign and date.

L e b

Signed: 06/03/2021 12:50:24 PM

Students Signalure Date
ST B E
Signed: 06/23/2021 21:33:38 PM
Pareni's Signature Date
Do not mail thi:
Upload this form back on t

If the document is complete - it has been signed
and has all the information expected/required AND
all data has been entered/verified in the right
columns, staff will select the Complete button

12/01/2002

Parents' Mumber of Family Members

5
Parents' Mumber in College (Parents
Excluded)

1

Student Income Earned From Work

0

Student's Tax Return Completed?

Will notfile v

Student's Adjusted Gross Income
From IRS Form

0

Student's LS. Income Tax Paid

0

Student's Educational Credits

V]

Student's IRA Payments

0

Student's Tax Exempt Interest
Income

0

10. If the document is not complete because it is missing signatures, pages, other information,
etc., SSC staff will not need to enter any data in the right columns and will reject the
document by selecting the ‘Reject’ button. If a document is rejected, SSC staff will need to
note why the document was not accepted and add a comment for the student/parent to let

them know what is still needed for the document.

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
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FAFSA Verification Procedures
Last Updated: 02/2022

Review Document -

¥ Iwas net required 1o file taxes becaush | did not earn income fram werk in 2019
By signing this farm, | certify that | did nof §e and was nat requirad to file taxes for 2018,

Certification and Signatures

Each person signing this worksheet certifies (hat all of the information reperted on it is eomplele and correct. WARNING: If you
purposely give false or misleading informafipn on this worksheet, you may be fined, be sentenced to jail, or both.

The student and one parent must sign and dite.

CERUTES S

Signed: 121472020 22:43:12 PM

Student’s Signature \ Date

Parents Signature Since this is a dependent verification form, it requires
the student AND parent signature. Since this
Do notmair mis wdOCUMENt is not signed by the parent, it would need

to be rejected.

Upload this farm back an the

+ Completed © Reject

Parents' Number of Family Members

=

Parents' Number in College (Parents
Excluded)

1

student Income Earned From Work

o

Student's Tax Return Completed?
Will notfile v
Student's Adjusted Gross Income
From IRS Form

0

Student's ULS. Income Tax Paid

0

Studel{\\)‘és Educational Credits
o

Student's IRA Payments
o

Student's Tax Exempt Interest
Income

o

11. When a document is rejected, a box will open that allows SSC staff to tell the student/parent

why the document is being rejected. This box will also allow the entry of free form

comments. The notes are visible to the student and should clearly articulate what is needed

to correct the document.

University System of Georgia Shared Services Center

1005 George J.

Lyons Pkwy, Sandersville, Georgia 31082
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Reject Document

Select reason for rejecting document..

Select reason for rejecting document .
Other

ot the required document

Mot all required information is filled in

Document image cannot be accepted (blurry, too small, cut off,

Missing signature(s)

The document is blank

Characters Left: 500/ 500 Select the appropriate reason for
rejecting the document from the list of

Mote: The student will see exactly whyglues.

Cancel

University System of Georgia Shared Services Center Page 18 of 48
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Reject Document

Missing signature(s) -

Please enter a message to display within the student's task.

To accept the 2019 Federal IRS Tax Return (Form 1040 with applicable schedules
1,2,3) the documentation MUST have a signature from one tax filer per US
Department of Education policy (most individuals sign page 2 of the Form 1040) =
please print, sign, ‘e-upload your parent's SIGNED 2019 Federal IRS Tax
Return (Form 1040 with apmheable schedules 1,2,3).

In the message field, type a message to the
Characters Left: 139/ 5(student to clearly identify and notify student of
what is wrong and what is needed to correct
Note: The student will sgthe issus. The student will see the exact
message typed here in CampuslLogic Portal

OReject Cancel

12. After the message has been entered and the ‘Reject’ button selected, SSC staff and the
student can view the message on the ‘Student View’ tab in CampuslLogic. The student will
also receive a communication from CampuslLogic each time a document is rejected. The
communication will alert them that additional items are required from them to complete
verification.

University System of Georgia Shared Services Center Page 19 of 48
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UNIVERSITY SYSTEM
OF GEORGIA

OneUSG Connect

FAFSA Verification Procedures
Last Updated: 02/2022

Transaction:

2021 - 2022 Transaction 1 v
Status: Re-Collecting documents
Created on: 07/22/2021

Welcome!

Below is the list of items the Office of Financial Aid needs yougfo complete for the financial aid verification process. Click on any section

to view the detailed list of requirements.

Contact the Office of Financial Aid with any questions.

Additional Info: Excessive Loan Limit Form -

Student IRS DRT Code:
Student IRS Display Flag: C
Parent IRS DRT Code:

Parent IRS Display Flag:

Student View

While your documents were being reviewed{it was determined that you wills

Any comment(s) that are entered when a document is rejected are
viewable by the student in the 'Student View' area in CampusLogic
portal. Financial Aid practioners can also view comments on student
accounts by navigating to the 'Student View' tab and selecting the task
that is noted with a 'red exclamation mark’. Once the task is opened by
clicking on it, the message will be viewable in a red box.

Filename

Date Uploaded

10/04/2021

=0 to provide some additional
e'message below from your Office of

Dependency Status: D
V Group: V1
Comment Codes:

EFC: 5500

(@) Upload Updated NSLDS Report @ s
A Please submit the Updated NSLDS Report.

Waive Task
+ Download Waive Step
=+ Add Pagel(s)

Waive Step

13.

There may be times where an additional document is needed. There is a ‘Request
Information’ button beneath the ‘File Review’ tab on student’s file in CampusLogic. This
button will allow SSC staff to add tasks or request additional documentation. When clicking
on the ‘Request Information’ button, a list of documents will appear. Review the list or use

the search feature to locate the document you need to add. Once the document needed is
located, click on ‘Add Request.” After clicking on ‘Add Request,” a ‘Comment’ box will appear
that allows an entry of a free form message to the student describing why the additional

document is required. After typing the message, select ‘Save’ and close.

University System of Georgia Shared Services Center
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UNIVERSITY SYSTEM

FAFSA Verification Procedures

Last Updated: 02/2022

OF GEORGIA
OneUSG Connect
SSN: DOB: Transaction Type:  Verification v
Student ID: Phone:
Email: Available ISIRs: Choose an ISIR... v

Transaction:

student/parent, select the 'Request Information' button
under the 'File Review' tab.

s

You may click "Re

Request Information

Student IRS DRT Code: 00

2021 - 2022 Transaction 1 v ;

Status: Re-Collecting documents Student IRS Display Flag: C
Created on: 07/22/2021 Parent IRS DRT Code: 02
reatedan: et Parent IRS Display Flag: B

File Review
Select | Document Type Status Information
v Reviewed
Reviewed
If an additional document(s) is needed from the Rejected view || Edit || Recall

Dependency Status:
V Group:
Comment Codes:

EFC:

[ Show Previous Versions

Date Submitted

07/22/21

2:43 PM

10/04/2021 02:00 PM

111:59 PM

st Information"” to assign additional information requests to the Student's list of requirements.

V1

5500

Date Reviewed
07/22/202103:56 PM
10/07/2021 08:35 PM

10/12/2021 03:26 PM

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
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FAFSA Verification Procedures
N OF GEoRGIA Last Updated: 02/2022

OneUSG Connect

Request Additional Info

Document Type / Request
(Step)Father's Birth Certificate /
(Step)Father's Driver's License /
(Step)Father's Passport /
(Step)Father's Passport Card /
(Step)Father's Social Security Card /
(Step)Mother's Birth Certificate
)
)
)
)

(Step)Mother's Driver's License

(Step]Mother's Pass Look through the list of documents or use the

(Step)Mother's Pass|search feature to locate the document that needs

rd
: _|to be added to the student file. After locating the
(Step)Mother's S0 . orrect document, click on ‘Add Request \\

2019 Business Tax 4

2019 Business Tax Return \
2019 Business Verification Wrksht \

2019 Federal Partnership Return (1065) T |
2019 Federal S-Corporation Return (1120s)
2012 Foreign Tax Return -

Save & Close Cancel

University System of Georgia Shared Services Center Page 22 of 48
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UNIVERSITY SYSTEM
OF GEORGIA

FAFSA Verification Procedures
Last Updated: 02/2022
OnelUSG Connect

Please enter a message for the student that explains the nded for the requested
information.

Testing adding additional document.|

™
3

Characters left: 465 / 500

When clicking on ‘Add Request,’ a comment
box will appear. This box will allow entry of a
message to the student related to why and/or
what is needed based on this request. Add a
message then click the ‘Save & Close’ button.

University System of Georgia Shared Services Center Page 23 of 48
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FAFSA Verification Procedures
N OF GEoRGIA Last Updated: 02/2022
OnelUSG Connect

Request Additional Info

Document Type Request
(Step)Father's Birth Certificate

(Step)Father's Driver’s License

)
(Step)Father's Passport
(Step)Father's Passport Card
(Step)Father's Social Security Card
(Step)Mother's Birt -

)

)

)

)

(Step)Mother's Driv

: After entering the comment and selecting ‘Save &
(Step)Mother's Pass|Close, the ‘Request Comment’ box will close.

(Step)Mother's Pass

-|NOTE: To finalize addition of the comment, once
(Step)Mother's Socidagain click on the ‘Save & Close’ button to add the
2019 Business Tax Arequest to the student’s tasks in CampusLogic.

2019 Business Tax

2019 Business Verification Wrksht \
2019 Federal Partnership Return (1065) \
2019 Federal S-Corporation Return (1120s) \

2019 Foreign Tax Return \ -

Save & Close Cancel

14. After selecting the ‘Save & Close’ button from the ‘Request Additional Info’ page, the task will

be available on the student’s view in CampusLogic.

University System of Georgia Shared Services Center Page 24 of 48
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UNIVERSITY SYSTEM

FAFSA Verification Procedures

OF GEORGIA Last Updated: 02/2022
OneUSG Connect
= No student account created.
E Transaction Type: | Verification
Available ISIRs: Choose an ISIR..
Comment Codes: | Choose an Award Year...
Transaction: 2021 - 2022 Transaction 1 v Student IRS DRT Code: 00 Dependency Status: |
. Student IRS Display Flag: C V Grdbp: V1
Status: Collecting documents . i
Created on: 02/22/2021 Parent IRS DRT Code: 00 Comment Codes:

Parent IRS Display Flag: A

EFC: 0

\
Welcome!

Tasks for the student are viewable under the
Student View tab.

Any request for documents will appear under
Student tab as an outstanding task.

Below is the list of items the Office of Financial Aid needs you to complete for the finangi
to view the detailed list of requirements.

Contact the Office of Financial Aid with any questions.

aid verification process. Click on any section

Additional Info: Documentation of Legal Guardianship Weaive Task

The student’s file will not be routed to the ‘File Review’ tab until all outstanding tasks and/or

documents have been submitted by the student/parent.

15. When all documents have been submitted and all requirements have been reviewed and

accepted, move to the ‘Smart File Review’ tab to determine if verification is completed and

whether corrections need to be sent to CPS. The ‘Smart File Review’ section below will detail

these steps.

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
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FAFSA Verification Procedures
UNIVERSITY SYSTEM
OF GEORGIA Last Updated: 02/2022
OneUSG Connect
SSN: DOEB: Transaction Type: | Verification v
Student I1D: Phone:
Email: Awailable 1SIRs: Choose an ISIR.. v

Transaction:

2021 - 2022 Transaction 1 - Student IRS DRT Code: 00 Dependency Status: [m]
stat Re-Collecting d . Student IRS Display Flag: C V Group: Wi
atus: e-Collecting documents
o = ' Parent IRS DRT Code: o2 Comment Codes:
Created on: 07/22/2021

Parent IRS Display Flag: B
EFC: 3300

File Review

[ show Previous Versions
Select | Document Type Infarmatian Date Submitted Diate Reviewed

After all documents have been submitted and reviewed/accepted in the
'File Review' tab for a student. Once all documents for a student that have
a 'green’ checkmark and the Status of 'Reviewed' | then the file is ready to R
be reviewed using the 'Smart File Review' button.  Select the 'Smart File

Review' button to view FAFSA values vs values on documentation
submitted by students.

L

You may click "Request Inforgation” to assign additional infarmation requests to the Student's list of requirements.

07/227202103:56 PM

10/07/2021 08:35 PM

1071272021 03:26 PM

Request Information

Smart File Review Full File Review

Smart File Review contains a list of ISIR Fields that are verifiable and a result of the Comment Codes assigned to the Student's transaction. @

USING SMART FILE REVIEW

1. After all documents have been reviewed and saved to the student’s file, the file is ready to be
reviewed to verify if corrections are needed or if the file is completed. Select the ‘Smart File

Review’ tab. A list of ISIR fields will appear with values from the ISIR versus values from
documents submitted and reviewed.

University System of Georgia Shared Services Center Page 26 of 48
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OneUSG Connect
Status: R il
Crae:tsed on: D:\f(l)ei\‘\flzrfzi ¢ Parent IRSDRT Code: 00 Comment Codes:
i o Parent IRS Display Flag: ™
EFC: 21588
File Review
) Show Previous Versions
Select | Document Type Status Information Date Submitted Date Reviewed
w Reviewed 07/02/202108:51PM | 08/21/2 7:17 PM
v Reviswed 07/11/2021 11:55AM | 08/21/202107:17 PM
v Reviewed 07/11/2021 11:55 AM

You may click "Request Information” to assign additional information requests to the Student's list of requirements.

Request Information

Full File Review

Unexpected changes came in through a new ISIR that affect the file review previously submitted. Please review the ISIR values indicated with a
change in both Smart and Full file review and take action as needed.

Smart File Review contains a list of ISIR Fields that are verifiable and a result of the Comment Codes assigned to the Student’s transaction. @

Use the pull down menu options to filter the fields being viewed.

170 - Dependent student selected for verificat s[/\\) v

ISIR Fields ISIR Value Document Value Document Type Status

Student's Date of Birth 04/11/2000 04/11/2000 2021-2022 Dependent Verification Web Form Match v =
Student's Pension Payments o Mo Documentation Provided

Parents' Marital Status Married/remarried Mo Documentation Provided &

2. The last column in the ‘Smart File Review’ is the ‘Status.” This column tells SSC staff if the
data entered on the ISIR and the data submitted via the documents match or are creating a

correction to be sent to CPS.

University System of Georgia Shared Services Center Page 27 of 48
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082



'
FAFSA Verification Procedures
UNIVERSITY SYSTEM

OF GEORGIA Last Updated: 02/2022

OneUSG Connect

e,

B g

e #
issg pitT

Full File Review

Smart File Review contains a lis R Fields that are verifiable and a result of the Comment Codes assigned to the Student's transaction. @

Use the pull down menu options to filter the fields being viewed.

/0 - Dependent student se

ISIR Fields ISIR Value Document Value Document Type Status

Parents' Tax Return Completed? Already completed Already completed Match -
Parents Type of 2019 Tax Form Used? IRS 1040 IR5 1040 Match

Parents' Tax Return Filing Status Head of household Head of houschold Match

Parents Filed a Schedule 17 Yes Don't know ISIR Correction

Parents' Adjusted Gross Income From IRS

= 25871 25871 Parent 2019 Federal IRS Tax Return Transcript A
orm
Parents' U.S. Income Tax Paid 0 [s] Parent 2019 Federal IRS Tax Return Transcript v
Parent 1 Income Earned from Work 40438 Parent 1-2019 Federal IRS Tax Return Transcript | | ISIR Correction v
Parent 2 Income Earned from Work 40438 40438 Parent 2019 Federal IRS Tax Return Transcript A
Parents' Educational Credits 0 s} Parent 2019 Federal IRS Tax Return Transcript A
Parents' Pension Payments 443 Mo Documentation Provided A
Parents' IRA Payments 0 0 Parent 2019 Federal IRS Tax Return Transcript A
Parents' Tax Exempt Interest Income [v] [+] Parent 201% Federal IRS Tax Return Transcript ~
Parents'Untaxed Portions of IRA =

[v] Q Parent 2019 Federal IRS Tax Return Transcript viatch A

Distributions and Pensions

Admin Override

If the correction is not required, click ‘lgnore’ to continue. Move to the ‘Complete Review’ part
of this process. The file status will change to ‘Verified.’

University System of Georgia Shared Services Center Page 28 of 48
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Request Information
Smart File Review Full File Review
Smart File Review contains z list of ISIR Fields that are verifizble and a result o . L .
If SSC staff determines that a correction is not required,
; . S they can update the line item to ‘Ignore’ the correction.
Lze the pull down menu options to filter the fields being viewed. Y P N X g9
However, this action should not take place for any value(s)
- that must be VERIFIED per regulations unless done by
- M institution staff performing Professional Judgment for a
student file.
ISIR Fields. ISIR Vzlus Document Value Document Type Status
Student's Last Name 2021-2022 Depandent Verification Web Farm
Student's First Name 2021-2022 Dependent Verification Web Form
Student's Dateof Birth 2021-2022 Dependent Verification Web Form
Student's Tax Retum Completed? 2021-2022 Dependent Verification Web Form
Student's Type of 2019 Tax Form Used? Mo Documentation Provided
Student's Tax Retumn Filing Status Mo Documentation Provided
SRS e A I ) 1] 2021-2022 Dependent Verification Web Form
IRSFarm
Student's LS. Income Tax Paid 1] 2021-2022 Dependent Verification Web Form
Student Income Earned From Work 1000 0 2021-2022 Dependent Verification Web Form ISIR. Correction b
Spouse’s Income Earned From Work Mo Documentation Provided M
ISIR Correction
Student's Educational Credits 1] 2021-2022 Dependent Verification Web Form Ignored
Student's Penzion Payments 0 Mo Documentation Provided
Student's IRA Payments. (1] 2021-2022 Dependent Verification Web Form
Student's Tax Exempt Interest Income 0 2021-2022 Dependent Verification Web Form
Barents' Marital Staties Nivrrcedcenarated M Minrumentation Provided lonnred L T

University System of Georgia Shared Services Center Page 29 of 48
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UNIVERSITY SYSTEM

FAFSA Verification Procedures
Last Updated: 02/2022

OF GEORGIA
OneUSG Connect
= = No student account created.
2 Transaction Type: | Verification v
Awvailable ISIRs: Choose an ISIR... v
Comment Codes: | Choose an Award Year... v
N Transaction 1 Student IRS DRT Code: 00 Dependency Status: D
Status: Verified Student IRS Display Flag: C V Group: V1
Created on: 09/27/2021 Parent IRS DRT Code: 01 Comment Codes:
Parent IRS Display Flag: B EFC: 2220
File Review
[JShow Previous Versions
Select | Document Type Status Infarmation Date Submitted Date Reviewesd
You may click "Request Information” to assign additional information requests to the Student's list of requirements.
Full File Review

3. If corrections are required, click on ‘Complete Review.” The ‘Status’ will change to

‘Processing Corrections in CampuslLogic.’

University System of Georgia Shared Services Center
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OF GEORGIA

OneUSG Connect

FAFSA Verification Procedures
Last Updated: 02/2022

Smart File Review Full File Review
Smart File Review contains a list of ISIR Fields that are verifiable and a result of the Comment Codes assigned to the Student's transaction. @
Use the pull down menu options to filter the fields being viewed.
If correction is needed to ISIR values due to documentation
170 - Dependent student selected for verification - suhmltl_ed by student/parent, the status w_DuId remain as ISIR
Correction. Once the "complete review " is selected, an ISIR
correction file will be created for student record. Carrections
are sent by CampusLogic and/or Institution daily or as
applicable.
ISIR Fields ISIR Value Document Value - "
Student's Adjusted G 1 Fi
e ) 2021-2022 Dependent VeMegtion Web Form | [ Match -
IRS Form
Student's US. Income Tax Paid o 2021-2022 Dependent Verification Web'
Student Income Earned From Work 1000 (o] 2021-2022 Dependent Verification Web Form ISIR Correction ~
Spouse's Income Earned From Work Mo Documentation Provided Match ~
Student's Educational Credits o 2021-2022 Dependent Verification Web Form Match ~
Student's Pension Paymenis o] Mo Documentation Provided Match ~
Student's IRA Payments o 2021-2022 Dependent Verification Web Form Match h
Student's Tax Exempt Interest Income o 2021-2022 Dependent Veriication Web Form Match ~
Parents' Marital Status Divorced/separated Mo Documentation Provided
Parents' Marital Status Date 10/2018 Mo Documentation Provided
Parents' Mumber of Family Members 3 3 2021-2022 Dependent Verification Web Form
Parents' Mumberin College (Parents -
1 1 2021-2022 Dependent Verification Web Form Match ~
Excluded)
Parents' Pension Payments 0 Mo Documentation Provided Match hd
s
- s il Transaction Type: | Verification
- g
B Available ISIRs: Choose an ISIR...
2021 - 2022 Transaction 1 StudentIRS DRT Code: 00 Dependency Status: D
Processing corrections Student IRS Display Flag: C V Group: Vi
Created on: 04/12/2021 Parent IRS DRT Code: 05 Comment Codes:
Parent IRS Display Flag: B
EFC: 100
File Review
[0 Show Previous Versions
Select | Document Type Status Information Date Submitted Date Reviewed
v Reviewed 07/07/202105:10PM | 07/26/2021 1243 PM
v Reviewed 04/12/202107:12PM | 04/14/202105:00 PM
v Reviewed 07/07/202105:10PM | 07/07/202107-:09 PM
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- FAFSA Verification Procedures
N OF GEoRGIA Last Updated: 02/2022

OneUSG Connect

COMPLETING REVIEW

4. Once files have been completed in CampusLogic (with or without corrections), SSC staff will
need to navigate to the Banner page ‘RRAAREQ’ and verify/update the CampusLogic
requirement and/or ISIR requirement to the correct status.

X @ellucian  Applicant Requirements RRAAREQ 9.3.26 i &

Aid Year: 2122 1D:

Applicant Requirements Additional Requirements Direct Loan MPNs

¥ SUMMARY
| Create Requirement | | Delete Requirement |
Tracking Group |EI:I V1 Dependent Verification |:| Holds exist
Request Letter |:| Unzatisfied Promissory Motes exist
Lock Group Ensure that this status is set to satisfied. For the database we are

Requirements Completed Dates showing, they use 'S' to show that requirement is satisfied.
Al 021252021 The CL Connect Integration should update this code, however, it

should be checked in case the automatic update did not happen.
¥ REQUIREMENTS

Requi * D ipti Status * Established Date Satisfied Fund Period |
Loan Entrance Interv s 08/12/2016 Y DLSU

ENTRAN Loan Entrance Interv S 08/19/2016 Y DLUN

ISIR Student FAFSA S 021712021 021712021 Y

VERIFY Verify Required S 022512021 021712021 Y

SBGI Description

5. There will be different ‘RRAAREQ’ requirement codes for verification (i.e., ‘VERIFY’, ‘ISIRCL’,
etc.); however, the statuses will be updated by the CL Connect integration (or manually by
staff) for specific codes, where applicable:

e Status — ‘V’ for files that have a status of ‘Verified’ in CampusLogic

e Status — ‘C’ for files that have a status of ‘Processing Corrections’ in CampuslLogic

e Status — ‘R’ for files that have a status of ‘Ready for Review’ in CampuslLogic *

e Status —‘E’ for files that have a status of ‘Collecting Documents or Re-Collecting
Documents’ in CampusLogic. *

*Note: These statuses should only be updated by the automated CL Connect/Banner

integration (no manual updates will be made for these statuses if CL Connect/ Banner

integration in not established)

University System of Georgia Shared Services Center Page 32 of 48
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OnelUSG Connect

6. There may also be C-flags or comment codes that have associated ‘RRAAREQ’ requirements.
These statuses will need to be updated if the C-flag or comment code has been cleared by
submitted documentation in CampusLogic.

X  @ellucian  Applicant Requirements RRAAREQ 9.3.26 | &

Aid Year: 2122 1D:

Applicant Requirements Perkins MPN Detail Additional Requirements Direct Loan MPNs
¥ SUMMARY
| Create Reguirement | | Delete Requirement |
Tracking Group | V1DEP V1 Dependent Verification [ 1 vnide aviet
Request Letter wist
Lock Group This student's file has a Verification and C-Flag
RRAAREQ requirement. Both of these would need to
Requirements Completed Dates satisfied on the student if all neccesary documentation
Al 08/07/2021 has been submitted in Campus Logic.
¥ REQUIREMENTS
Requi * D ipti Status * stablished Date Satisfied Fund Period Packagin)
Citizenship Proof (S 03/05/2021 Y 4
CORRE ISIR Correction S 07115/2021 Y ]
ISIR Student FAFSA S 03/05/2021 Y %
TERMC Terms & Con & Awards S - 08/07/2021 08/04/2021 Y [
VERIFY Verify Required L] 07/15/2021 03/05/2021 Y ™

SBGI Description

7. Navigate to the Banner page ‘ROASTAT or ‘ROAPELL’ to update the verification status to
‘Verified.’

University System of Georgia Shared Services Center Page 33 of 48
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082



e e
5 i,
& 2

;0000

%,

PO
e #
issg pitT

% cpone®

UNIVERSITY SYSTEM
OF GEORGIA

OneUSG Connect

FAFSA Verification Procedures
Last Updated: 02/2022

X  @ellucian

Applicant Status ROASTAT 9.3.26

ADD B RETRIEVE SR RELATED  $ TOOLS

Aid Year: 2122 ID:
Applicant Status

T APPLICANT STATUS
Ald Application
Received

All Requirements
Satisfied

Package
Requirements
Complete
Disbursement
Requirements
Complete

Packaging Complete

Tracking Group

Budget Group

Period Budget Group

Verification Status

Period Status Eligibility Status

10/13/2020 ®

07/01/2021

06/29/2021

06/29/2021

[] unsatisfied Period Requirements exist
07/01/2021
V1DEP V1 Dependent Verifica'

[] Tracking Group Lock
UGROFF UG Resident ¢
[ Budget Group Lock

[D Penod Budget Group Detail ]

Summary Verification I
~ VERIFICATIOR

J1=Verii- N 3

V=Verified

Verified by

4
14

Verification Complete

Packaging Group

Expected Enroliment
Status

Expected Enroliment
Rule

Expected Enroliment

Rule Sequence

Selected for

Verification
Dependency
NSLDS Match
Comments

Holds

Verification

Completed

Verification Group

Start Over

SOPH  Sophomeore

[] Packaging Group Lock

[1=Full Time [~]

[ ] Expected Enroliment Status Lock

1 Selected Verification Complete

D
1=Not in default or overpayment

i

[] Prevent Automatic Pell Calculation

R insert @ Delete  Fm Copy | T Filier

07/26/2021

Vi Standard Verification Group

SAVE

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
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X @ ellucian

Applicant Pell Grant ROAPELL 9.3 26 I8

Aid Year: 2122 ID:

¥ APPLICANT PELL GRANT

(2 PellAid Period Details | [ Aid Period Details |

Applicant Pell Grant Status

Primary Pell EFC 1687
Primary SAR EFC | (L |
Pell Budget 22,626.00
Pell FTFY Cost of 22,626.00
Attendance
Less Than Half Time 10,208.00|
COA
Scheduled Award 4.845.00
Expected 4.845.00
Disbursement
Amount Paid to Date 2.423.00
Pelladperod [ |-
Aid Period  FULL Fall_Spring Semesters

Verification Message

| Status [V:Veriﬁed

-1}

Complete Y
Group W1

Secondary Pell EFC
Secondary SAR EFC
SAR Certified Date

SARID

Transaction Number

B RETRIEVE  JLRELATED ¥ TOOLS
Start Over
Insert @ Delete T Copy Y. Filter

1687

(167

\Z 5

\ [-] "]

[01

["] Auto Zero EFC

D Additional Eligibility Indicator

[ ] Lock Pell Disbursement

8. For students who did not require an ISIR correction, navigate to the Banner page ‘RNAOVxx’

and lock the record.
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OneUSG Connect

FAFSA Verification Procedures
Last Updated: 02/2022

X @ ellucian

2021-2022 Applicant Override RNAOV22 9.3.22

ID: Aid Year: 2122

T 2021-2022 APPLICANT OVERRIDE

Need Analysis Application

Current FM Record
Source

Seguence Number

EDE

Lock Current Record

|

Verification Message

Applicant Override

Budget Duration
Dependency
Calculate Parent
Contribution for
Independent
Student

Medical or Dental
Expense

Tuition Paid

US Tax Calculation
Option

Other Income:
Allowance

Other Assets
Other Asset

Allowance

]

Required

FM-Parent

Mew FM Record
Source

Sequence Number

Lock IM Record

FM-Student
| |
| |

B Ao

[Z]

IM-Parent

(-]

B RETRIEVE % RELATED

Start Over

Insert @ Delete Tm Copy Y. Filter

¥ TOOLS

IM-Student

DOCUMENT REVIEW

There is also a ‘Document Review’ tile where documents are stored that have been submitted for student

files. When reviewing a student’s file, use the ‘File Review’ tile to complete and review student files. The

‘Document Review’ area in CampuslLogic Student Forms can be used when working on a particular student

who has not submitted all required documents but has submitted some. For completing files and
verifications, SSC staff will only use the ‘File Review’ section.
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o A new release incudes the official launch of the 2022-2023 award year. View the release notes here b 4
Reports  Admin v Search Students Q =

Award Year:| 2021-2022 v Student Type: Al -
File Reviaw Document Review Document Retrieval
Files Available: 1 Documents Available: 23 Downloads Available: 7,125
Files Pended: O Documents Pended: O Appeals Available: 327
Get Next File Get Next Document View All
b
Appeal Review Subsequent ISIRFi
Category:| Al - Files Available: 2

Files Pended: 0
Appeals Available: 4
Appeals Pended: O

Get Next Appeal Get Next File

1. To review documents in this area, click on ‘View All.’

o A new release includes the official launch of the 2022-2023 award year. View the release notes here. x
— - =

Award Year:| 2021-2022 v Student Type: Al -
Fi Document Review I:l Daocument Retrieval
Files Available: 1 Documents Available: 23 Downloads Available: 7,125
Files Pended: Documents Pended: O Appeals Available: 527
Get Next File Get Next Document View All
Appeal Review Subseguent ISIR File Review

Files Available: 2
Files Pended: 0

Category:| Al -

Appeals Available: 4
Appeals Pended: O

Get Next Appeal Get Next File
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FAFSA Verification Procedures

Last Updated: 02/2022

2. After clicking ‘View All,” a list will appear of submitted documents for all students who have
submitted. This list is not grouped by student but by date/time documents were submitted.

‘Workflow Reports Admin v

Verification Document Review Workflow

Award Year:| 2021-2022 v  Student Type: all v

Date Uploaded First Mame Last Name Student ID

i=

3/29/2021

3/29/2021

4792021

6712021

612021

6712021

63/2021 ]

673/2021

6152021

o Anew release includes the official launch of the 2022-2023 award year. View the release notes here.

Document Type

2021-2022 Dependent Verification W...

Parent 2019 Federal IRS Tax Return Tr...

Parent 1-2019 Federal IRS Tax Return...

2021-2022 Dependent Verification W

Parent 1-2019 Federal IRS Tax Return...

Parent 2019 Federal IRS Tax Return Tr...

Student's 2019 Federal W-2 Formis)

Student's 2019 Federal IRS Verificatio...

Student's 2019 Federal IRS Tax Retur...

= (oW A cvance:
Pending Award Year
Mo 2021-2022
Mo 2021-2022
Mo 2021-2022
Mo 2021-2022
Mo 2021-2022
Mo 2021-2022
Mo 2021-2022
Mo 2021-2022
Mo 2021-2022

3. Toreview a document, click on the student’s name or line and the document will appear.
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Review Document -

Parent 1-2019 Federal IRS Tax Return Transcript (Active) Document Values

1 et Q - 4+ & = ALY v~ 5 v @ la B #

Parents' Tax Return Completed?

Please select 2n option... v

Parents' Tax Return Filing Status

e Trassry — eteese Frven s Serscs = | am 19 Please select an option... -
Income Tax Return | ="/ OME No. 1645 74 | 1S W Only Do ok wite o sagke i s space.
[C] Marriad filng joinky  B] Married fiing separmioly (MFS) [ Head of housshold (40H} [ Gualifying widkrwier) {0} Parents Type of 2019 Tax Form Used?
1you checked the HOH or QW bax, enter e chikd's nams # the qualitying persan is .
Please select anoption. L4

Your secial securily mumber
Parents Filed a Schedule 17 (Optional)

Please select an option... L

Parent 1 Income Earned from Work

Deducion Parents' Tax-Exempt Interest Income
Age/Bindnoss yow [] iers tom betors Jaruary 2, 1956 [ Arebind_ Spouse: [ Was bom betors deruary 2, 1988 [ 1s bing
Dependants (zea instuctions): | 12 Soctal securty rumbser ‘ ] Relatcnehip o o fes.
11 Fst e st rame .
T Parents'Untaxed Portions of IRA
‘ ‘ | Distributions and Pensions
. Attach Fommis| W-2 o . 1 620
t R Mo i Aot B8 S M emen e (25 Parents' IRA Deductions and Payments
|laal b Crdinary cividends. Asach Sch. & f requind | 3k
|4 b Tasable smcunt 4o
L Ad
50, -
v | s Parents' Adjusted Gross Income From IRS
T2 Form
- Ta
s
e |
v Parents' Educational Credits

QReject Mext Page» Close

4. After entering all needed information from the document and verifying that the document is
complete and signed, select ‘Completed.” This will close out the document currently open
and return to the list of documents to review.

5. If you ‘Reject’ a document here, the same logic applies as noted above in the ‘File Review’
section.

6. The ‘Document Review’ tile should not be used to complete verification on students since
incomplete files with partial document submissions are in this tile in CampuslLogic. This
section should only be used to review documents after all completed files have been
reviewed.
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C-FLAG OR COMMENT CODE REVIEW AND COMPLETION

There are instances where ISIR files have C-flags or comments codes that must be resolved.
These flags and/or comments can be found on student files no matter the status — selected for
verification or not selected for verification. Regardless of verification status or selection, C-flags
must be reviewed and cleared for students.

There are some C-flags that require student clearance while others require Financial Aid office
clearance. For those that require Financial Aid offices to review restricted systems to clear the C-
flag, institution staff will be required to process and complete, unless required documentation
has been uploaded to the CampusLogic portal for SSC staff to review.

C-flags and comment code information is updated and published annually by the US Department
of Education. For a comprehensive list of comment codes and C-flags, please review the
applicable aid year list at this website.

1. When accessing a student’s file in CampusLogic, there will be a list of comment codes that
appear for the student. Click on the comment codes and limited details will appear to alert
staff to what has been flagged for that student.

University System of Georgia Shared Services Center Page 40 of 48
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SSN: ol e [ DOB: . ] No student account created.
Stud-ent ID: Phone: ol B B T Transaction Type:  Verification v
Email: ey Ly -
Available ISIRs: Choose an ISIR... v
Comment Codes: | Choose an Award Year... v
Compare ISIRs
Transaction: 2021 - 2022 Transaction 1 Student IRS DRT Code: 02 Dependency Status: |
Status: Verified Student RS Display Flag: B V Group:
Created on: 06/10/2021 Parent IRS DRT Code: 00 Comment Codes:

View Current ISIR Parent IRS Display Flag: A

File Review Student View

Congratulations!

have been submitted by clicking on the links below.

EFC:

Your file has been sent to the Office of Financial Aid for review. No further action isrequired at this time. You may view documents that

Verification group for student: V1

Comment Code | Description
Heading Comment What you must do now
General Instructions for making corrections
May be pell eligible based on EFC
NSLDS subsidized usage limit flag.

Pell lifetime eligibility used is between 150-200%

Unusual enroliment history

2. If thereis a C-flag or comment code that needs to be resolved and the applicable
documentation has been submitted via CampusLogic, the documentation should be reviewed

and completed as applicable.
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Description

Heading Comment What you must do now
Change in NSLDS History

General Instructions for making corrections
May be pell eligible based on EFC

NSLDS subsidized usage limit flag

Pell lifetime eligibility used

Unusual enrollment history

L

Compare ISIRs

Transaction: 2021 - 2022 Transaction 1 Student IRS DRT Code: 01 Dependency Status: I
Status: Verified Student IRS Display Flag: B V Group:
Created on: 05/27/2021 Parent IRS DRT Code: 00 Comment Codes: 004 149 346 267 359
View Current ISIR Parent IRS Display Flag: A 001 006
EFC: o]
File Review Student View
[ Show Previous Versions
Select | Document Type Status Information Date Submitted Date Reviewed
Extenuating Circumstances Dpcumentation ot Reviewed -
T Tr T T T
v Unusuzl Enrollment History Review (Global} Reviewed 06/28/202104:15PM | 0&/30/2021 01:20 PM I
| Unusuzl Enrollment History Transcripts or Grade |
Hot Reviewed
Reports - Walden
Unusuzal Enrollment History Verification Mot Reviewed

3. After all C-flag documentation (if file is in verification as well, use the steps in the ‘File

Review/Smart File Review’ sections) has been reviewed for the student file in CampusLogic,

select the ‘Complete Review’ button to complete the file.
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OneUSG Connect
You may dlick "Request Information” to assign additional information requests to the Student’s list of requirements.
Full File Review
Smart File Review contains alis jelds that are . L action. @
Note on this student, they were not selected for Verification but only had a C-Flag
that needed to be cleared. Therefore, there would be nothing to review in the
Use the pull down menu options to filter the fields bein|‘Smart File Review’ area. If a student was selected for verification and also has C-
flags to clear, review the ‘Smart File Review’ data as applicable and as previously
outlined in this procedure manual.
359 - Unusual enroliment history
There is currently no data from documents to
compare, Please view the full file review.
Admin Override
. . ) . .
5. Navigate to the Banner page ‘RRAAREQ’ for the student. If there is a C-flag requirement
listed, it will need to be satisfied on the student file.
X @ellucian  Applicant Requirements RRAAREQ 9.3.26 [0 1 ADD [ RETRIEVE  J3 RELATED
Aid Year: 2122 ID: Start Over
Applicant Requirements Perkins MPN Detail Additional Requirements Direct Loan MPNs
v SUMMARY R insert @ Delete TmCopy | Y. Filter
[ Create Requirement H Delete Requirement J
Tracking Group  |INNVRY Independent No Verify [[] Holds exist [] Additional Requirements
+| Request Leter |:| Unsatisfied Promissory Notes exist D Unsatisfied Period Requirements exist
Lock Group
Requirements Completed Dates
Al Packaging  07/16/2021 Disbursement
7 REQUIREMENTS £ settings &8 Insert @ Delete  "mcCopy ., Fiter
Requirement * Description Status * Status Date * Established Date Satisfied Fund Period Packaging Memo
ISIR Correction s OTHBI021  07/BI2021 ¥ ]
ENTRAN Loan Entrance Interv ] 08/02/2020 08/02/2020 ¥ DLSU |
ENTRAN Loan Entrance Interv S 08/02/2020 08/02/2020 Y DLUN O
FWSCON FWS Contract 5 091312021 0810912021 ¥ | | |
ISIR Student FAFSA 5 0512412021 0512412021 ¥
LEUCLO Pell LEU close N 10/06/2021 10/06/2021 N O O
TERMC Terms & Con & Awards 5 0712412021 07M6/2021 ¥ O O O
UNUERN Unusual Enrollment [ 07162021 0512412021 v
VERIFY Verify Required 5 07M6/2021 06/28/2021 ¥
(l 1A »
Record 1 0f 9
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Some C-flags will have additional requirements that need to be updated. If your institution does

not have additional requirements on RRAAREQ, there might be nothing to update.

6.

The next step is to navigate to the Banner page ‘RNARSxx’ to clear the C-flag set on the
student file. In some instances, SSC will complete this step, in others we may elect to work
with the institution before this step is completed. SSC will compile a list of students who had
or still need C-flag clearance and provide weekly updates to the institution at one-on-one

meetings and/or in reports as applicable.

¥ @ellucian  2021-2022 Need Analysis Result RNARS22 9322 (i s & ADD  [B RETRIEVE  SLRELATED ¥ TOOLS
ID: Aid Year: 2122 Source: EDE  Sequence Number: 2 Current Record: Y
¥ PRIMARY CALCULATIONS insert @ Delete TmCopy . Filter
Estimated Value Methodology Type Locks
FM SC -] [ 0] [2=Simple [~ N ]
FMPC  1=Official _ [ 0] [(None) [-] N ]
Total  1=Official 0
Pell EFC  [1=Official =) [ N
IM SC [ | [(None) -] N
IM PC [ | [(None) [-) N ]
Calculated Non-
Custodial PC
Reported Non-
Custodial PC
IM EFC
Official Source | 1=0fficial |Z\ Dependency Status  1=Independent
Indicator
SAR'C' Flag |1=C flag set | - } Verification Complete N
Verification 2 Verification Selection
Changed
Subsequent Record
Selected

SUBSEQUENT ISIR REVIEW

1. Institutions will turn on the ‘Subsequent ISIR File Review’ tile in the CampusLogic Student
Forms portal. Once this tile is active, all subsequent ISIR files will fall into this area.
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OnelUSG Connect

o A new release includes the official launch of the 2022-2023 award year. View the release notes here. b
Reports Admin~

Award Year: 2021-2022 v Student Type: All v
File Review Document Review Document Retrieva
Files Available: 2 Documents Available: 25 Downloads Available: 7,125
Files Pended: O Documents Pended: O Appeals Available: 527
Get Next File Get Next Document View All
Appeal Review Subseguent ISIR File Revie
Category: Al v Files Available: 2

Files Pended: O
Appeals Available: 4
Appeals Pended: 0

Get Next Appeal Get Next File

2. Institutions will review any files that are in this queue to determine if the current ISIR for the
student or the new subsequent ISIR will be used for the student. SSC will not review this
gueue as this determination is at the discretion of the institution.

3. If an ISIR file in this tile is determined to be the ISIR that requires verification or should be
used for the student, institution staff will take required steps to either select this file for
verification or set this file to complete and make applicable changes in Banner regarding the

selected action.

REVIEW/APPROVAL OF DOCUMENTATION

An annual review of this procedure document will be conducted by SSC and institution stakeholders to ensure
that all applicable updates and changes are implemented for the upcoming processing year. Document review
will be completed by Dec 1% of each year for the upcoming aid year.
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APPENDIX A —IRS INFORMATION

Utilize the following resources for information regarding IRS definitions and codes:

NASFAA Tax Transcript Decoder for Award Years

NASFAA Verification Data and Federal Tax Forms Comparison charts — AskRegs> Resources

APPENDIX B — ACCEPTABLE DOCUMENTATION

Utilize the links below for detailed information regarding acceptable documentation:
Federal Register (Vol. 86, No. 167 p. 49002-49006) - Free Application for Federal Student Aid (FAFSA®)
Information to Be Verified for the 2022-2023 Award Year

Federal Student Aid - 2022—2023 Award Year: FAFSA® Information to be Verified and Acceptable Documentation |
Knowledge Center

APPENDIX C— CAMPUSLOGIC DOCUMENTS

Using CampusLogic Student Forms
School User Overview

Utilize the links below for detailed information regarding CampusLogic Document Types:
Document Types in CampusLogic

APPENDIX D — ADDITIONAL RESOURCES

Statutory Authority — U.S. Code, Title 20 — Higher Education Resources and Student Assistance Subchapter IV —

Student Assistance > Part G — General Provisions Relating to Student Assistance Programs

NASFAA Compiled Title IV Legislation - Part 668: General Provisions, Subpart E — Verification & Updating of
Student Aid Application Information

University System of Georgia Shared Services Center Page 46 of 48
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https://www.nasfaa.org/tax_transcript_decoder
https://askregs.nasfaa.org/resources/
https://askregs.nasfaa.org/resources/
https://www.federalregister.gov/documents/2021/09/01/2021-18864/free-application-for-federal-student-aid-fafsa-information-to-be-verified-for-the-2022-2023-award
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https://fsapartners.ed.gov/knowledge-center/library/dear-colleague-letters/2021-09-01/2022-2023-award-year-fafsar-information-be-verified-and-acceptable-documentation
https://fsapartners.ed.gov/knowledge-center/library/dear-colleague-letters/2021-09-01/2022-2023-award-year-fafsar-information-be-verified-and-acceptable-documentation
https://campuslogicinc.freshdesk.com/support/solutions/folders/5000253215
https://campuslogicinc.freshdesk.com/support/solutions/articles/5000713313-document-types-for-document-mapping
https://campuslogicinc.freshdesk.com/support/solutions/articles/5000713313-document-types-for-document-mapping
https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title20-section1094&num=0&edition=prelim
https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title20-section1094&num=0&edition=prelim
https://www.nasfaa.org/Part_668_General_Provisions#sube
https://www.nasfaa.org/Part_668_General_Provisions#sube
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Student Aid Reference Desk

Federal Student Aid (FSA) Application and Verification Information

Federal Student Aid (FSA) Handbook

NASFAA AskRegs Resources

Shared Services Center - Financial Aid Services Website (Resources will be housed here like — Process Flows,
Escalation paths, and Best Practices)

University System of Georgia Shared Services Center Page 47 of 48
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082


https://www.studentaidrefdesk.org/
https://fsapartners.ed.gov/financial-aid-delivery/application-and-verification
https://fsapartners.ed.gov/knowledge-center/fsa-handbook
https://www.nasfaa.org/askregs
https://www.usg.edu/shared_services_center/financial_aid_services
https://www.usg.edu/shared_services_center/financial_aid_services

a
Ea i,

X
¥ %
3 :
2 (000 5
e

FAFSA Verification Procedures
N OF GEORGIA Last Updated: 02/2022

OneUSG Connect

PROCEDURE DOCUMENT HISTORY

Document Revision Date Pages Impacted Description/Reason for Revision

October 2021 All Initial Version of Document
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