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Entering Verification Data

Concept

Financial Aid verification is the process of checking the accuracy of information that students
provide when applying for federal and institutional aid. Financial Aid is designed to
accommodate both federal and institutional verification needs.

The verification process consists of several steps:

1. Identify the students to verify and assign a checklist of documents they need to supply. A
communication may also be sent to each student.

2. As the documents are received, the checklist items are manually marked as completed.

3. After receiving and imaging the documents, enter the household and income data for the
student.

4. The data is consolidated. This can be done manually on a student-by-student basis or it can be
done in a batch process.

5. A verification process is run to compare the ISIR data with the verification data that has been
entered. This process can be run on a student-by-student basis or in batch.

6. The corrections that have been generated by step 5 are processed and the file sent to the CPS.

In this topic we will see how to identify the students requiring verification and how to enter the
household and income data. The checklist assignment is performed through a batch process which
is dealt with in a separate topic, as is the marking of checklist items as completed.

We will also see how to consolidate the data for a single student.
For batch consolidation, and the verification process (both single student and batch), see the

corresponding topics. For processing the corrections and generating the flat file to send to the
CPS, refer to those topics in the Processing Federal Financial Aid Applications Lesson.
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Procedure

The verification process consists of several steps:

1. Identify the students to verify and assign a checklist of documents they need to supply. A
communication may also be sent to each student.

2. As the documents are received, the checklist items are manually marked as completed.

3. After receiving and imaging the documents for a student, enter the household and income data
for the student.

4. The data is consolidated. This can be done manually on a student-by-student basis or it can be
done in a batch process.

5. A verification process is run to compare the ISIR data with the verification data that has been
entered. This process can be run on a student-by-student basis or in batch.

6. The corrections that have been generated by step 5 are processed and the file sent to the CPS.

In this topic we will see how to identify the students requiring verification and how to enter the
household and income data. The checklist assignment is performed through a batch process which
is dealt with in a separate topic, as is the marking of checklist items as completed.

We will also see how to consolidate the data for a single student.
For batch consolidation, and the verification process (both single student and batch), see the

corresponding topics. For processing the corrections and generating the flat file to send to the
CPS, refer to those topics in the lesson on Processing Federal Financial Aid Applications.

Step Action

1. You can run a query to identify the students requiring verification. Navigate:
Reporting Tools > Query > Query Viewer.
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'# MaineStreet
Menu ]

Search:

| ®
[ My Favorites
[ University of Maine Systems
[- Self Service
[ Waorkforce Administration
> Campus Community
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
> Curriculum Management
[ Financial Aid
[ Student Financials
[ Academic Advising
[ Contributor Relations
[> Set Up HRMS
[> Set Up SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics
> Tree Manager
[~ Reporting Tools

= Query

— Query Manager
— Schedule Query

[» PSinvision

[ Crystal Enterprise

— Report Manager
- PeopleTools
— Return to Portal
— Student Self Service

— Change My Password
— My Personalizations

— My System Profile
— My Dictionary

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Worklist Add to Favorites

Mew Window | Help | C:

Sign out

=
page | B

*Search By: | Query Name ~| begins with

Search | Advanced Search

Step

Action

Click Search.

Enter the name of the query you want to run: UMS_FA_FED_VERIFICATION.

Excel

You can run this query and send the results to an Excel spreadsheet.
Click the Run to Excel column for the Verification query.
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UMS_FA_FED_VERIFICATION - Federal Verification Students

Institution: | (e}
Aid Year: Q

Verification Status: | v

View Results

Institution Aid Yr L) Name SSN ED Verf 5t

ED VerfCd

Step | Action

4. The query will prompt for Institution and Aid Year. Enter the desired information.
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UMS_FA_FED_VERIFICATION - Federal Verification Students

Institution: ums04 G
Aid Year: 2008 @

Verification Status: ‘ ~

View Resulls

Institution Aid ¥Yr o Name SSH ED Verf 5t

ED VerfCd

Step | Action

5. Click the Verification Status list.

Click the Required to be Performed list item.
[Required to be Performed |

Click the View Results button.

View Results
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A B | c | D | E [ F | G [ H=A
[Federal Verifid| 4
ituti aid ¥t _[ID [Name ssn |ED verf st J|ED verr ca I
UMS04 2008 'nssassa Queen Elizabeth "900000009 Required Not Verfd
UMS04 2008 [os9ggog Roosevelt Franklin D "999000096  Required Not Select
UMS04 2008 Daooooo Lincoln Abraham "999000095 | Required Not Select
umMSse4 2008 [Dogsgug Foofram Hiram X "999000094 | Required Not Select

|W‘W‘W|@‘U‘|h‘w M‘A

s

BEE

&|&

=

@

HEEEEREREEE

-
s
B
2
=
.

< >

/' Unknown Zone

Step | Action

6. A new window opens with the Excel spreadsheet. You can save it, print it, etc.

Click the Close button to close the window.

7. Now enter household and income data for one of the students identified.

Navigate: Financial Aid > Verification > Manage 20xx-20yy Verification where
"20xx-20yy" is the correct aid year.
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# MaineS 1 Home Worklist Add to Favorites. Sign out

Menu &
= Verification A
- Berform Auto Verification
— Perform Batch P
Consolidation App Data Verification 07/08

— View Batch Enter any information you have and click Search. Leave fields blank for a list of all values
Consolidation

— Perform Batch Find an Existing Value
Verification

— View Verification

Summary 1D: begins with |+ 0588858 Q

New Window | Help | B,

— View Verification Detail B - ,7
- Manage 2005-2006 = 1= uis0s 2
Verification Aid Year:
— WManage 2006-2007 " .
Manage 2006-2007 National ID: begins with [+ |
Verification
Campus ID: begins with |||
Verific Last Name: begins with |||
[> Financial Aid Term
I Budgets First Name: begins with |||
[ Awards .
[> Disbursement Dl Case sensitive
[ Loans
[ Pell Payment Search | Clear | BasicSearch (B Save Search Criteria
> ACGISMART Grants

> Fund Management
[> Return to Title IV Funds
HERA
I> Satisfactory Academic
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[ Academic Advising
[ Contributor Relations
[ Set Up HRMS =
[> SetUp SACR
[ Enterprise Components
[ Waorkdist
[+ Application Diagnostics
[ Tree Manager

Eononae

Step | Action

8. Make sure the correct Institution and Aid Year are entered. Enter criteria to identify
the student such as the student ID.

Click the Search button.
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Home Worklist Add to Favorites Sign out

1 =
= Verification
— Berform Auto Verification
— Perform Batch
Consolidation
— View Batch
_ % Queen Elizabeth ID: o3ssses
Verification Aid Year: 2008 2007-2008 Financial Aid Year Institution: UMS04
Vsi'jmi’gﬂ“a“”” National ID: 999-00-0099 Date of Birth: 051011989 Getlnst Data
e jericzion Betal Application Data Verification riret [0 1 061 ) Last
Verification
- Wanage 2006-2007 Sequence: 1 @ Student O Spouse  CFather O Mother O OtheriStep =l
Verification
~ Manage 2007-2008 NumberinFamily: | []Override Family Members Numberin College: | [ ]Override Number in College
Verification
[> Financial Aid Term
> Budgets
[ Awards
[> Disbursement
[ Loans
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds

Mew Window | Help | Customize Page | ,

3

Household Info | Tax Form Data W-2 Form WorksheetA | WorksheetB | WorksheetC | TaxData Consolidation

Household Information

HERA
1 Satisfactory Academic =] Savel S Return to Searcnl [=] Notify |
e e Household Info | Tax Form Data | W-2 Form | Worksheet A | Worksheet B | Worksheet C | Tax Data Consolidation

[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[» Academic Advising
[ Contributor Relations
[ Set Up HRMS =
[ SetUp SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics

[ Tree Manager
[ Pannding Taal

Step | Action

9. When you click the Get Fed Data button, the system populates fields with the most
recent ISIR record data.

Click the Get Fed Data button.
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Menu &
= Verification
- Berform Auto Verification
— Perform Batch
Consolidation

New Window | Help | Ci Page | &

HouseholdInfo | TaxFormData | W-2 Form WaorksheetA | WorksheetB | WorksheetC | Tax Data Consolidation

— View Batch
Consalidation Queen,Elizabeth 1D: 0888888
AidYear: 2008 2007-2008 Financial Aid Year Institution: UMS04
National ID: 999-00-0099 Date of Birth: 05/10/1989 {GelFed Dafa]  GetInstData

Application Data Verification Find | View All Firs! JE3] 102 O Last

Sequence: 1 @ student O Spouse  (Father O Mother O OtheriStep

ge 2 Number in Family: [l override Family Members Number in College: || Cloverride Numberin College
Verification

[> Financial Aid Term = -

I Budgets Household Information Customize | Find [ View 411 38 First @ 1 or4 [F] Last
[ Awards *Member Nbr |Relationship Member Name Age | School Code
B

[» Loans L hd | ‘ S =l

[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
b Satisfactory Academic B) save | (A Retum to Search | [=] Notify
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[» Academic Advising
[ Contributor Relations
[ Set Up HRMS =
[ SetUp SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics
[ Tree Manager
I Ranading Taal

# MaineStreet Home Worklist Add to Favorites Sign out

Step | Action

10. | Use the Household Info page to enter documented information about the student and

members of the student's household.

student.

of the Application Data Verification page section.

parent.

Notice that in this example, there are two rows - there is always one row for the

In the case of an independent student, there could be an additional row for spouse.
You can add a row if needed by clicking the Add a New Row button at the top right

In the case of a dependent student, there will be at least a second row for the parents,
usually represented by the father. You can add rows for mother, step-parents, etc. as
needed. For example, if the parents file separately, you could have a row for each

11. | Note that within each Application Data Verification row, in the Household

want to add a row for each dependent of an independent student, for example.

Information section, you can add rows for members of the household. You might
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= Verification

- Berform Auto Verification

— Eerform Bateh
Consolidation
— View Balch
Cansolidation
— Perform Batch
Verification
— View Verification
Summary
— View Verification Detail
= Manage 2005-2008
Verification
— Manage 2006-2007
Verification
Manag
Verification
[> Financial Aid Term
> Budgets
[» Awards
[» Disbursement
[» Loans
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
I> Satisfactory Academic
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[ Academic Advising
[ Contributor Relations
[ Set Up HRMS
[ SetUp SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics

[ Tree Manager
[ Pannding Taal

(3

New Window | Help | Ci Page | B
Tax Form Data WaorksheetA | WorksheetB | Worksheet C ax Data Consolidati
CRTEST001 G ID: 0622806
Aid Year: 2008  2007-2008 Financial Aid Year Institution:  UMS04

National ID: 999-00-0099 Date of Birth: (05/10/1989 iGeiFed Dala] GetinstData

Application Data Verification

Sequence: 1 @ student O Spouse  (Father O Mother O OtheriStep HE

NumberinFamily: | []Override Family Members Numberin College: | [ ]Override Number in College

Step

Action

12.

Click the View All link.
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Menu &
= Verification
- Berform Auto Verification
— Perform Batch
Consolidation
— View Batch
Consolidation
— Perform Batch
Verification
— View Verification
umma
— View Verification Detail
— Manage 2005-2006
Verification
- Manage 2006-2007
Verification

- Manage 2007-2008
Verification

[> Financial Aid Term
> Budgets

[» Awards

[» Disbursement

[» Loans

[ Pell Payment

[ ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA
I> Satisfactory Academic
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[» Academic Advising

[» Contributor Relations

[ Set Up HRMS

[ SetUp SACR

[ Enterprise Components
[ Waorkdist

[ Application Diagnostics
[ Tree Manager

S v

Household Info

CRTEST001 G

Aid Year:

National ID: 999-00-0099

Application Data Verification

Sequence:

*Member Hbr

TaxForm Data | W-2Form WaorksheetA | WorksheetB | WorksheetC | TaxData Consolidation
ID: 0622806
2008 2007-2008 Financial Aid Year Institution: UMS04

Humber in Family: || CJ override Family Members

Household Information

Relationship Member Hame Age |School Code
1 [

Home: Worklist Add to Favorites Sign out
Mew Window | Help | C Page | &

Date of Birth:

GetFedData| Getlnst Data
First E 12 of 2 E Last
FH[=

05/101989

Find | View 1

@ student O sSpouse  OFather O Mother O Other/Step

Number in College: r [[] override Number in College

Customize | Find | View Al | 8

First E 10f1 El Last

Q HE

(I

Sequence:

*Member Hbr

i [

Number in Family: 04 | []Override Family Members

Household Information

O Student O spouse @ Father O Mother O Other/Step =

Numberin College: |2 | L] Override Number in College

First 1] 1 11 [F] Last

7]
Customize | Find | View All| ¥

[ a EE

" B save ‘ &L Return 1o Search ‘ [=] Notify |

Household Info | Tax Form Data | W-2 Form | Worksheet A | V

B | Worksheet C | Tax Data Consolidation

Step

Action

13.

In the example shown, the student is dependent. There is one row for the student and
one for the parents. Use the Override checkboxes to edit the Number in Family and
Number in College fields.

In this example, the parents have two in college. Your Institution may wish to record
the school codes for any siblings in college. You could add a row for each sibling in
the parent's Household Information area, and enter the School Codes for the colleges
the siblings are attending.

Note the Sequence numbers (in the example, 1 for the student and 2 for the parents).
These sequence numbers are used on the remaining pages to identify whose income
and tax data you are entering.
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N =
= Verification

- Berform Auto Verification
Perform Batch
Consolidation

Mew Window | Help | C Page | B,

(3

WaorksheetA | Worksheet B

— View Batch

Consalidation Queen,Elizabeth ID: 0888888
— Perform Batch

Verification Aid Year: 2008  2007-2008 Financial Aid Year Institution:  UMS04

— View Verification . . irth:
Summary National ID: 989-00-0099 Date of Birth: 05/10/1989 GelFed Data| GetlnstData

— View Verification Detail

— Manage 2005-2006
Verification

- Manage 2006-2007 Sequence:

4 @student OSpouse OfFather O Mother O Other/Step

Number in Family: || []Override Family Members Number in College: | | []Override Number in College

[> Financial Aid Term
[> Budgets Customize | Find

[ Awards *Member Nbr |Relationship Member Name Age |School Code

Household Information Custy ind First [4] 1 of 4 [*] Last

[» Disbursement

b Loans i \ ] a

[ Pell Payment

[ ACGISMART Grants

> Fund Management

[> Return to Title IV Funds
HERA

I> Satisfactory Academic
Progress

[» Financial Aid History

— Manage Financial Aid Number in Family: W [[] override Family Members Number in College: E [[] override Number in College
Years

—m% ;:L ngdIaSE;us Hiousehold Infarmation Customize | Find | \ Alll First 4 1 of 1 L2 Last

Summary “Member Hbr | Relationship Member Hame ~ [aae [schoolcode T
— Print Batch Process ’17 ‘ ,7| Q

Messages
[> Student Financials
[» Academic Advising
[» Contributor Relations

Sequence: 2  Student O Spouse  @Father O Mother O Other/Step

[ Set Up HRMS =

[> SetUp SACR =] Savel L4 Return to Searcnl [=] Notify |

[ Enterprise Components

> Worklist Household Info | Tax Form Data | W-2 Form | Worksheet A | ¥ B | Warksheet C | Tax Data Consolidation

[ Application Diagnostics
[ Tree Manager

rding Tanl

Step | Action

14, Click the Tax Form Data tab.
Tax F

ata
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= Verification

- Berform Auto Verification

— Perform Batch
Consolidation

— View Batch
Consolidation

— Perform Batch
Verification

— View Verification

ummary

— View Verification Detail

— Manage 2005-2006
Verification

- Manage 2006-2007
Verification

- Manage 2007-2008
Verification

[> Financial Aid Term
> Budgets
[» Awards
[» Disbursement
[» Loans
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
I> Satisfactory Academic
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[ Academic Advising
[ Contributor Relations

[ Set Up HRMS =
[ SetUp SACR

[ Enterprise Components
[ Waorkdist

[ Application Diagnostics
[ Tree Manager

S v

~

Home Worklist Add to Favorites Sign out
Mew Window | Help | C Page | D ~
HouseholdInfo || Tax Form Data W-2Form WaorksheetA | WorksheetB | WorksheetC | Tax Data Consolidation
Queen Elizabeth D: 0888888
Aid Year: 2008 Institution: UMS04
Find | View 1 First [ 12012 ] Last
Student Spouse Father Mother OtheriStep Sequence: 1
Filing Information
Tax Return Filed? Will File  J&3 Wages: 2,634 student/Spouse Wages
Tax Form: 10404 v Total Other Income: 0 Other Texable Income
Eligible For 1040A or 1040EZ2 Income Adjustments: 0 Income Adjusiments
Marital Status: Sng/Diviwd Adjusted Gross Income: 2634
Filing Status: U.S. Income Tax Paid: 0 Tax Credits, and Payments
Dependents: No v Untaxed Income: 0/ | Untaxed Income
Number of exemptions: ’7 [ special Circumstances
Student Spouse Father Mother OtheriStep Sequence: 2
Filing Information
Tax Return Filed? WillFile |+ Wages: 105,485 Parents Wages
Tax Form: 1040 v Total Other Income: 0 Other Taxable Income
- i . 0 Income Adjustments
Eligible For 10404 or 1040E22 Income Adjustments:
MarRel . 108,015
arta st T
Filing Status: U.5. Income Tax Paid: 9311 Tax Credits and Payments
Dependents: Untaxed Income: 0| Untaxed Income
Number of exemptions: ’7 [ Special Circumstances L
[& save | A Retum to Search ‘ [=] Notify |
-~

Step | Action

15.

the parent.

Use the Tax Form Data page to enter information reported on the filer's tax forms.
In our example, we would enter data from the student and from the parents.

Data can be entered in two ways: total only or detail. To enter detailed data, you will
need to visit the subpages (the links on this page and subsequent pages). It is strongly

recommended to enter detailed data rather than totals.

Note: you MUST use the hyperlink to enter Untaxed Income, both for the student and

Last changed on: 12/29/2008 11:06 AM
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Home Worklist Add to Favorites Sign out
M -
= Verification A New Window | Help | Ci Page S

~ Perform Auto Verification | ‘ ‘ e =
- % HouseholdInfo || Tax Form Data W-2Form WaorksheetA | WorksheetB | WorksheetC | TaxData Consolidation
— View Batch .

Consolidation Queen Elizabeth ID: 0888888
— Perform Batch Aid Year: 2008 Institution: UMS04

Verification ]
— View Verificafion izl

Summary Student Spouse Father Mother OtheriStep 9
— View Verification Detail s ©
— Manage 2005-2006

rerre gaenggoa 2007 Tax Retumn Filed? WilFie_ |3 Wages: 2.634) StudenvSoouse Wages
Y y

Verification Tax Form: 1040A - Total Other Income: 0 Other Taxable Income
- Manage 2007-2008

L - . 0

[> Financial Aid Term

I Budgets Marital Status:

> Awards N

1> Disbursement Filing Status:

[» Loans

[ Pell Payment

[ ACGISMART Grants

> Fund Management

[> Return to Title IV Funds
HERA

b Satisfaclory Academic Student Spouse Father Mother OtheriStep GrEE A

Progress
Wages: 105,485 Parents Wages

Sng/Diviwd |~ Adjusted Gross Income: 20634
US.Income Tax Paid: | 0 Tax Credits and Payments

Untaxed Income: 0 Untaxed Income

[[] special Circumstances

II

<

Dependents:

g

Number of exemptions:

[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary Eligible For 10404 or 1040EZ? °
— Print Batch Process
Messages Marital Status: MarReMar |~
[ Student Financials
[ Academic Advising Filing Status:
[ Contributor Relations
[ Set Up HRMS ) Dependents:
[ SetUp SACR Py
> EnterSr\Se Components Number of exemptions: 4 [l special Circumstances
[ Waorkdist
[ Application Diagnostics
e L B) save | A Retum to Search ‘ [=] Notify | L

S v

Tax Return Filed? WillFile v
1040 Total Other Income: ’70 Other Taxable Income

Income Adjustments: 0  Income Adjustments
Adjusted Gross Income: 108,015
U.S. Income Tax Paid: 9,311 Tax Credits. and Payments

Untaxed Income: 0 Untaxed Income

Tax Form:

“ =

Step | Action

16. | To enter detailed data, you visit each hyperlinked page. For example, click the
Student/Spouse Wages link.

!StudenUSpouseWaqes!
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= Verification

— Perform Batch
solidation

- Baich
Consolidation

— Perform Batch
Verification

— View Verification
Summary

— View Verification Detail

— WManage 2005-2006
Verification

- Manage 2006-2007
Verification

- Manage 2007-2008
Verifical

[> Financial Aid Term
> Budgets
[» Awards
[» Disbursement
[» Loans
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
I> Satisfactory Academic
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[» Academic Advising
[ Contributor Relations
[ Set Up HRMS
[> SetUp SACR
[ Enterprise Components
[ Waorkdist
[+ Application Diagnostics

[ Tree Manager

Eononae

'# MaineStreet
Menu |

~ Perform Auto Verification |

Student's Income from Wages

Wage Income-Student: 1500

‘Wage Income Spouse: 0

Wages:

0K Cancel

2634

Home:

Worklist Add to Favorites

Mew Window | Help | C:

Sign out

=
page | B

Step

Action

17.

You can enter a new value in the Wage Income-Student field.

Press [Tab]. The revised student income value should show in the Wages field and on
the main page after you click OK.
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N =
= Verification
- Berform Auto Verification
— Perform Batch
Consolidation
— View Batch
Consolidation
— Perform Batch
Verification
— View Verification
Summary
— View Verification Detail
— WManage 2005-2006
Verification
— Manage 2006-2007
Verification
- Manage 2007-2008
Verification
[> Financial Aid Term
> Budgets
[» Awards
[» Disbursement
[» Loans
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
I> Satisfactory Academic
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[» Academic Advising
[ Contributor Relations
[ Set Up HRMS
[> SetUp SACR
[ Enterprise Components
[ Waorkdist
[+ Application Diagnostics
[ Tree Manager

(3

Wage Income-Student:

‘Wage Income Spouse:

Wages:

0K Cancel

Student's Income from Wages

[ 1500
(1

Home: Worklist Add to Favorites Sign out

Mew Window | Help | C Page | B,

Eononae

Step

Action

18.

Click the OK button.

Page 16
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N =
= Verification
Eerfor to Verification
Eerform Batch
Consolidation
— View Balch
Cansolidation
Perform Batch
Verification
— View Verification
Summary
— View Verification Detail
— Manage 2005-2008
Verification
— Manage 2006-2007
Verification
Manage
Verificati
[> Financial Aid Term
> Budgets
[» Awards
[» Disbursement
[» Loans
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
I> Satisfactory Academic
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[ Academic Advising
[ Contributor Relations
[ Set Up HRMS =
[ SetUp SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics
[ Tree Manager

ding Tonl

2008

(3

Home Add to Fave
Mew Window | Help | C:
HouseholdInfo || Tax Form Data W-2For rksheetA | WorksheetB | Waorksheet C Data Consolidat
Queen Elizabeth D: 0888888
Aid Year: 2008 Institution: UMS04
Student Spouse Father Mother OtheriStep Sequence: 1
Filing Information
Tax Return Filed? WillFile |+ Wages: 1,500 Student/Spouse Wages
Tax Form: 10404 v Total Other Income: 0  Other Taxable Income
Eligible For 1040A or 1040EZ7 Income Adjustments: 0 Income Adjustments
Marital Status: Sng/DiviWd v Adjusted Gross Income: 1,500
Filing Status: U.S. Income Tax Paid: 0 Tax Credits, and Payments
Dependents: No v Untaxed Income: 150] Untaxed Income
Number of exemptions: ’7 [ special Circumstances
Student Spouse Father Mother Other/Step Sequence: 2
Filing Information
Tax Return Filed? Will File v Wages: 87,568 Parents Wages
Tax Form: 1040 v Total Other Income: 2,000 Other Taxable Income
ligi ji . 10,400 Income Adjustments
Eligible For 1040A or 1040EZ7 Income Adjustments:
Marital Status: Adjusted Gross Income: 78,188
Filing Status: U.5. Income Tax Paid: 9311 Tax Credits and Payments
Dependents: Yes v Untaxed Income: 2,400 Untaxed Income
Number of exemptions: [ 4 [ special Circumstances

=] Savel S\Retumn to Searchl [=] Notify |

Sign out

=
page | B

Step | Action

19.

Click the W-2 Form tab.
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Process Document
Financial Aid: Entering Verification Data-042808

Maine’s
Public
Universities

UMIVERSITY OF MAINE SYSTEM

N =
= Verification
- Berform Auto Verification
— Perform Batch
Consolidation
— View Batch
Consolidation
— Perform Batch
Verification
— View Verification
Summary
— View Verification Detail
— Manage 2005-2006
Verification
- Manage 2006-2007
Verification

— Manage 2007-2008
Verification

[> Financial Aid Term
> Budgets
[» Awards
[» Disbursement
[» Loans
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
I> Satisfactory Academic
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaqing Status
Summary
— Print Batch Process
Messages
[ Student Financials
[» Academic Advising
[ Contributor Relations

[> Set Up HRMS =

[ SetUp SACR

[ Enterprise Components
[ Waorkdist

[+ Application Diagnostics
[ Tree Manager

Eononae

(3

Household Info

Queen Elizabeth

Aid Year:

2008

Tax Form Data

Application Data Verification

Student

Spouse

'Wage and Tax Statement

Wages, Sal, & Tips:

Social security tips:

Nonqualified plans:

Father

p

social security Wages: 0
Medicare wages & fips: 0

[

Advance EIC payment: 0

[

State: A wages: 0

W-2 Form

Mother

Taxes Withheld:
5§ Tax Withheld:
Medicare Tax:
Allocated tips:
Dependent care:
Box12

State Income Tax:

WaorksheetA | Worksheet B

‘Other/Step

JLLLLL

Worklist

Mew Window | Help | C:

Add to Favorites

Sign out

Page | il

Waorksheet C

1D: 0888888
Institution: UMS04

First (1] 1.2 012 [F] Last

Sequence: 1

First [ 4 or 4 [ Last

Humber: w21
[ statutory
[C1PR Retirement Plan
[C] Third-party sick pay

Other: 0

Tax Data Consolidation

i

Student

Wages, Sal, & Tips:

Social security \Wages:

Social security tips:

Nonqualified plans:

Spouse

'Wage and Tax Statement

Father

—
I

Medicare wages & fips: 0

[

Advance EIC payment: 0

[

State: Q Wages: 0

Mother

Taxes Withheld:
58 Tax Withheld:
Medicare Tax:
Allocated tips:
Dependent care:
Box 12

State Income Tax:

Other/Step

JLLLLL

Number: W21
[ statutory
1 PR Retirement Plan
[C] Third-party sick pay

Other: 0

1

1

== 1

Step

Action

20.

If you don't have a person's income tax form (for example, they haven't filed yet), but
you do have a copy of the W-2, use this page to enter W-2 data.

Page 18
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UNIVERSITY OF MAINE SYSTEM

Process Document

Financial Aid: Entering Verification Data-042808

N =
= Verification
- Berform Auto Verification
Perform Batch
Consolidation
— View Batch
Consolidation
— Perform Batch
Verification
— View Verification
Summary
— View Verification Detail
— Manage 2005-2006

(3

Household Info

TaxFormData | W-2Form

Queen Elizabeth
Aid Year: 2008
Application Data Verification

Student Spouse Father Mother

'Wage and Tax Statement

Verification
— Manage 2006-2007 Wages, Sal, & Tips: p Taxes Withheld:
Verification
social security Wages: 0 S5 Tax Withheld:
e 0 3
> Finangal Aid Term Medicare wages & fips: Medicare Tax:
> Budgets : IR 0 S
b Social security tips: Allocated tips:
:; E)\sbursemem Advance EIC payment: 0 Dependent care:
oans
[ Pell Payment Nonqualified plans: 0 Box 12
[ ACGISMART Grants

> Fund Management
[> Return to Title IV Funds

State: A wages: 0

State Income Tax:

WaorksheetA | Worksheet B

‘Other/Step

JLLLLL

Add to Fay Sign out
i
Mew Window | Help | C: Page | &
WaorksheetC | TaxData Consolidation
1D: 0888888
Institution: UMS04
First 11 1-2 0f 2
Sequence: 1
First 4 4 of 4 E
Humber: w21 ==
[ statutory
[C1PR Retirement Plan
[C] Third-party sick pay
Other: 0

HERA
I> Satisfactory Academic

Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaqing Status
Summary
— Print Batch Process
Messages
[ Student Financials
[» Academic Advising
[ Contributor Relations
[ Set Up HRMS =
[ SetUp SACR
[ Enterprise Components
[ Waorkdist

Student Spouse Father Mother

'Wage and Tax Statement

I
Social security \Wages: 0
Medicare wages & fips: 0
Social security tips: 0
Advance EIC payment: 0

Nonqualified plans: 0
[+ Application Diagnostics

Wages, Sal, & Tips: Taxes Withheld:
58 Tax Withheld:
Medicare Tax:
Allocated tips:
Dependent care:
Box 12

State Income Tax:

Other/Step

JLLLLL

10f1 LM Last

=

Number: W21
[ statutory
1 PR Retirement Plan
[C] Third-party sick pay

Other: 0

State: Q Wages: 0
[ Tree Manager

L. Bannding Tonl = 1 = 1

Step | Action

21. Click the Tax Data Consolidation tab.

Max Data Consolidation

Last changed on: 12/29/2008 11:06 AM
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UMIVERSITY OF MAINE SYSTEM

Process Document Qm?gs
Financial Aid: Entering Verification Data-042808 ive

# MaineStreet Home: Worklist Add to Favorites Sign out

LTI
= Verification A Wi c g
~ Perform Auto Verification | Hew dincou | Help| Peas %
— Perform Batch
Consolidation

— View Batch
Consolidation Queen, Elizabeth 1D: DasaEss

— Perform Batch " Institution:

Verification AldYear: 2008 H1so
— View Verification Find | View 1 First ] 1-2 of 2 [¥ Last
umma

Household Info | TaxFormData | W-2Form WaorksheetA | WorksheetB | WorksheetC | Tax Data Consolidation

[

— View Verification Detail

— Manage 2005-2006
Verification

- Manage 2006-2007
Verification

— Manage 2007-2008
Verification

[> Financial Aid Term

Father Mother Status: Tax Data Mot Consolidated

> Budgets

[> Awards

§, Dispursement Student Spouse Father Mother Status:  TaxData Not Consolidated

[ Pell Payment

[» ACGISMART Grants Consolidate |

> Fund Management

[> Return to Title IV Funds
HERA

I> Satisfactory Academic
Progress

[» Financial Aid History

— Manage Financial Aid
Years

— View Financial Aid Status

— View Packaging Status
Summary & save ‘ S\Return to Search | ] Notify
— Print Batch Process

Messages Household Info | Tax Form Data | W-2 Form | Worksheet A | V B | Worksheet C | Tax Data Consolidation
[ Student Financials
[» Academic Advising
[» Contributor Relations
[ Set Up HRMS =
[> SetUp SACR
[ Enterprise Components
[ Waorklist
[+ Application Diagnostics
[ Tree Manager

S v

Step | Action

22. | Use the Tax Data Consolidation page to combine the income and resources of all
family members of the individual being verified.

If you have not yet entered all the income data (for example, you haven't received
all the documents yet), DO NOT CONSOLIDATE! Instead, Save.

Don't Consolidate - either on this page for a single student, or via batch - until all the
data is entered.
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Process Document
Financial Aid: Entering Verification Data-042808

# MaineStreet

JLLCTIT—

« Verification

— Perform Batch
Consolidation
w Batch
Consolidation
— Berform Batch

ation

— View Verification Detail

— Manage 2005-2006
Verification

- Manage 2006-2007

Verificatio
[> Financial Aid Term
> Budgets
[» Awards
[» Disbursement
[» Loans
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
I> Satisfactory Academic
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[» Academic Advising
[» Contributor Relations
[ Set Up HRMS
[> SetUp SACR
[ Enterprise Components
[ Waorklist
[+ Application Diagnostics

— Perform Auto Verification [

[ Tree Manager

S v

Home Vorkist Add to Favorites Sign out
New Window | Help | Customize Page | o5,
Household Info | Tax Form Data W-2 Form Worksheet A | WorksheetB | WorksheetC | Tax Data Consolidation
Queen Elizabeth 10: 0838838
AldYear 2008 Institution:  UMS04
Student Spouse Father Mother Status: Tax Data Not Consolidated
Student Spouse Father Mother Status: Tax Data Not Consolidated
Consolidate |
I& save | A Retumnto Search | [Z] Nofify

Household Info | Tax Form Data | W-2 Form | Worksheet A | V

B | Worksheet C | Tax Data Consolidation

Step

Action

23.

Click the Consolidate button.

If you have entered all the data, you are ready to Consolidate.

Use the Consolidate button (if there is more than one, click any one of them) to run
the program that combines all of the income and resources.
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Process Document ngé?gg
Financial Aid: Entering Verification Data-042808 ive

‘# MaimeStreet Home Worklist Add lo Favoriies Sign out

Menu &
< Verification ~
— Perform Auto Verification |
— Perform Batch
Consolidation
— View Batch .
Consolidation Queen,Elizabeth ID: 0888888

- Berform Batch . itution:
Ueriication AidYear: 2008 Institution: UMS04
— View Verification Find | View 1 First E 1-2 of 2 m Last
ummary

Mew Window | Help | Customize Page | &,

Household Info | Tax Form Data W-2 Form Worksheet A | WorksheetB | WorksheetC | Tax Data Consolidation

E

— View Verification Detail

— Manage 2005-2006
Verification

- Manage 2006-2007
Verification

— Manage 2007-2008
Verification

[> Financial Aid Term

Spouse Father Mother Status: Tax Data Consolidated

Consolidated Tax Data

> Budgets

[> Awards

I'; E’i‘;“s’semﬂm Student Spouse Father Wother Status:  TaxData Consolidated

[ Pell Payment

I ACGISMART Grants Consalidate Consolidated Tax Data

> Fund Management

[> Return to Title IV Funds
HERA

I> Satisfactory Academic
Progress

[» Financial Aid History

— Manage Financial Aid
Years

— View Financial Aid Status
— View Packaging Status
Summary @ save | L Retum to Search | ] Notiry |
— Print Batch Process
Messages Household Info | Tax Form Data | W-2 Form | Workshest A | ¥ B | Worksheet C | Tax Data Consolidation
[ Student Financials
[» Academic Advising
[» Contributor Relations
[ Set Up HRMS =
[> SetUp SACR
[ Enterprise Components
[ Waorklist
[ Application Diagnostics
[ Tree Manager

S v

Step | Action

24. | Click the Consolidated Tax Data link to view or edit all tax and resource
information. The values that appear should represent the tax form information entered
for each verified person.

Consolidated Tax Datal

25. | Use the Consolidated Tax Data page to view or edit all tax and resource information.

If you edit totals on this page, the edits will not be reflected back to the other pages
and subpages. It is recommended to enter the detailed data consistently on the various
pages/fields.
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= Verification

— View Batch

Verification

Summary

Verification

> Budgets

[» Awards

[» Disbursement
[» Loans

[ Pell Payment

HERA

Progress

Years

Summary

Messages

[> Set Up HRMS
[> Set Up SACR

[ Waorkdist

> Tree Manager

Eononae

— Perform Auto Verification |
— Perform Batch
Consolidation

Consolidation
— Perform Batch

— View Verification

— View Verification Detail
— Manage 2005-2006

- Manage 2006-2007
Verification

[> Financial Aid Term

[ ACGISMART Grants

> Fund Management

[> Return to Title IV Funds
I> Satisfactory Academic

[» Financial Aid History
— Manage Financial Aid

— View Financial Aid Status
— View Packaging Status

— Print Batch Process
[ Student Financials
[» Academic Advising
[ Contributor Relations
[ Enterprise Components

[ Application Diagnostics

Worksheet A:
Worksheet B:
Worksheet C:

Untaxed Social Security:

Ll

Foreign Income Exclusions:
Other Untaxed Income:
Child Support Paid:

Earned Income Credit:

7

Worklist

S

Number of Family Members:
Number In College:
Number of Exemptions:
Wages, Salaries, & Tips:
Wage Income Father:
‘Wage Income-Mother:
Dividend Income:
Interest Income:
BusiFarm/Rent Income:
Other Taxable Income:
Itemized Deductions:
Income Adjustments:
AGL:

Taxes Paid:

Worksheet A:
Worksheet B:

Worksheet C:

10,40

Jds il

a

~
I

Marital Status:

Tax Return Filed?

Tax Form:

Eligible For 1040A or 1040EZ7

Untaxed Social Security:
AFDC Benefits:

Child Support Received:
IRA/KEOGH Deduction:

Tax-deferred Pension/Savings:

Tax-deferred Med/Dep Care Pmts:

Living Allowance:

Tax Exempt Interest Income:
Foreign Income EXclusions:
Other Untaxed Income:
Child Support Paid:

Eamned Income Credit:

Parent's Tax Data

Will File v
1040 v
2

JLL LU

JJ ]

OK Cancel

Sign out

A

Step | Action

26. | Scroll down if necessary and click the OK button.

27. Click Save.

28. End of Procedure.
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