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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.  

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

• Appendix A: IRS Information 
• Appendix B: Acceptable Documentation for Verification 
• Appendix C: CampusLogic  
• 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. 

https://fsapartners.ed.gov/home
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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). 

• 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). 

• If Institutions have the CL Connect Integration setup to load FAFSA/ISIR files, the 
files will be loaded to CampusLogic automatically.  If the integration is not setup, 
institutions will need to load FAFSA records into CampusLogic on the same 
cadence as Banner. 

• Institutions are responsible for the first communication to their students selected 
for verification.  The communication would direct students/parents to the 
CampusLogic portal to review open tasks and to submit required documentation.  
After the student accesses the CampusLogic 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. 

• 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. Log into the appropriate institution CampusLogic (CL) administrative StudentForms portal 

3. Select the ‘Workflow’ queue. 
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4. Select the appropriate award year from the drop-down list of values.   
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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. 
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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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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. 
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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.   

 

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

 

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 
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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. 

 

NOTE:  You will know the student was selected for verification because their ‘V’ group 
(verification group) will be visible. 
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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: 
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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. 
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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. 
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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 
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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. 

 

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.  

  

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 RNANAxx to identify potential 
discrepancies that need to be addressed. 



  
 FAFSA Verification Procedures 

  Last Updated: 02/2022 
 

 
University System of Georgia Shared Services Center Page 15 of 48 
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082 
 
 
 

  

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. 
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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. 
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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. 
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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 CampusLogic.  The student will 
also receive a communication from CampusLogic each time a document is rejected.  The 
communication will alert them that additional items are required from them to complete 
verification. 
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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. 
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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. 
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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. 
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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. 
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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. 
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If the correction is not required, click ‘Ignore’ to continue.  Move to the ‘Complete Review’ part 
of this process.  The file status will change to ‘Verified.’  
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3. If corrections are required, click on ‘Complete Review.’  The ‘Status’ will change to 
‘Processing Corrections in CampusLogic.’ 
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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.   

 

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: 

• Status – ‘V’ for files that have a status of ‘Verified’ in CampusLogic 
• Status – ‘C’ for files that have a status of ‘Processing Corrections’ in CampusLogic 
• Status – ‘R’ for files that have a status of ‘Ready for Review’ in CampusLogic * 
• 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) 
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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.   

 

7. Navigate to the Banner page ‘ROASTAT’ or ‘ROAPELL’ to update the verification status to 
‘Verified.’ 
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8. For students who did not require an ISIR correction, navigate to the Banner page ‘RNAOVxx’ 
and lock the record. 
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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 CampusLogic 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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1. To review documents in this area, click on ‘View All.’ 
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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. 

 

3. To review a document, click on the student’s name or line and the document will appear. 
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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 CampusLogic.  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. 

https://fsapartners.ed.gov/knowledge-center/library/resource-type/Handbooks%2C%20Manuals%2C%20or%20Guides
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2. If there is 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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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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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. 
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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.   

 

 

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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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 
queue 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 1st 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 

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
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
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) 

  

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
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