Maine’s Process Document
fo%gﬁsm‘es Financial Aid: Verification Using Consolidation Page-
T e 042808

Version 1.0
Document Generation Date | 5/1/2008
Date Modified 5/1/2008
Last Changed by ASDS
Status Draft

Verification Using Consolidation Page

Concept

For information on the full verification process, please refer to the lesson "Entering Verification

Data".

In this topic you will see how to use a shortcut method of entering verification data for a single

student using the following steps:

1. Verify that all required tax documents have been received.

2. Complete the tax information for the student (and parent if dependent) on the verification

pages.

Following this procedure, you would use Auto or Batch Verification to compare and update the

tax return information on the student's ISIR.
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Procedure

Step

Action

1.

One way to determine if all required documents have been received is to navigate to
the Financial Aid Status page.

Navigate: Financial Aid > View Financial Aid Status.

'# MaineStreet

[ Records and Enroliment
[ Curriculum Management
< Financial Aid
I» File Management
I» Institutional Application
Data
I> Federal Application Data
I» Canadian Application Data
[ Verification
[» Financial Aid Term
> Budgets
> Awards
[» Disbursement
[» Loans
> Pell Payment
[ ACGISMART Grants
> Fund Management
[» Return to Title IV Funds
HERA
I» Satisfactory Academic
Frogress
I> Financial Aid History
- Manage Financial Aid

Years

— View Packaqing Status
Summary

— Print Batch Process
Messages

[- Student Financials

> Academic Advising

[- Contributor Relations
[- Set Up HRMS

[ Set Up SACR

[ Enterprise Components
[ Worklist

(- Application Diagnostics
[ Tree Manager

> Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary

Financial Aid Status

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

D: begins with [ jogeages @
Academic Institution: = [ S
Aid Year: =8 oo @
National ID: begins with [
Campus ID: beginswith (2|
Last Name: beginswith (2|
First Name: pegnswith | |
[ case sensitive

Search | Clear | Basic Search I8 Save Search Criteria

Home Worklist Add to Favorites Sign out

New Window I Help | rEn

Step

Action

Make sure the correct Institution and Aid Year are entered. Enter search criteria to
identify the student, such as the ID. Click Search.
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# MaineStreet

[ Records and Enroliment
> Curriculum Management
[~ Financial Aid

I> File Management

[ Institutional Applicati

New Window I Help I Customize Page | , @

Financial Aid

Data
I» Federal Application Data
I» Canadian Application Data
[» Verification
[» Financial Aid Term
> Budgets
[» Awards
[» Disbursement
> Loans
[» Pell Payment
[» ACGISMART Grants
I> Fund Management
> Return to Title IV Funds
HERA
I Satisfactory Academic
Progress
> Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaaing Status
Summary
— Erint Batch Process
Messages
[ Student Financials
[ Academic Advising
[ Contributor Relations
[> Set Up HRMS
[> Set Up SACR
[ Enterprise Components
[ Waorklist
[+ Application Diagnostics
> Tree Manager
- Reporting Tools
> PeopleTools
— Return to Portal
— Student Self Service
— Change My Password
— My Personalizations
— My System Profile

— My Dictionary

Financial Aid Status
Foofram,Hepzibah ﬁ @

ID: 0999999
Packaging Status Summary

Institution: UMS01 Aid Application Status:  Active

Aid Year: 2008-2009 Financial Aid Year

National ID: 999939999 Package Status: Applied

Campus ID: SAP: Undetrmine

Dependency:  Dependentw/Primary EFC Review Status: Incomplete

EFC Status: Official INST Verification Status:  Non Select

App Date: 0173012008 Verification Flag: Required

Verification Status: Not Select

Cor Status: Date:

Checklists stomize | Find | Vie: i First 2] 1 of 1 L7 Last

Status Date Description Status

Communications Customizs First ) 1 of 1 L2 Last

Date Completed Direction Letter Code Description

Comments Customize | Fing | Vi B First (M4 or1 (M Last

Comment
Category | > Comment

FA Term Info First 3 13 03 L2 Last

0920 UGRD LIB-BA 3rd Year

Step

Action

One or more checklists are applied to the student when verification is required. As the
documents are provided by the student the checklist items are marked completed.

The Financial Aid Status page only shows checklist items that are not complete. If
there are no items showing in the Checklist area of this page, it means all the required
documents have been received.

To enter the verification data, navigate: Financial Aid > Verification > Manage
20xx-20yy Verification (where 20xx-20yy is the correct aid year).

Last changed on: 5/1/2008 12:15 PM

Page 3




Process Document
Financial Aid: Verification Using Consolidation Page-

042808

Maine’s
Public
Universities

UMIVERSITY OF MAINE SYSTEM

« Verification
— Perform Auto Verification
— Periol atch

Consolidation

— View h
Consolidation

- Berform Batch
Verification

- View Verification
Summary

— View Verification Detail

— Manage 2006-2007
Verification

— Manage 2007-2008

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

(- Tree Manager
L inn Tanl

Sign out

New Window | Help | /&

App Data Verificaticn 08/09
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

1D: begins with [ [0999999 Q
Academic Institution:| = uMs01 Q

Aid Year: =

begins with

National ID:

Campus ID: begins with
Last Name: begins with
First Name: pegnswith | |
[Jcase sensitive
Search | Clear | Basic Search [ Save Search Criteria

Step Action

5. Make sure the correct student ID, Institution and Aid Year are entered. Click

Search.
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= Verification

— Perform Auto erification |

— Berforr Bateh
Consolidation

— ¥iew Batch
Consolidation

— Perform Batch
werification

— Wiew Yerification
Sumrmary

— Wigw Verification Detail

— Manane 2005-2008
Verification

- Manage 2006-2007
verification

[> Financial Aid Term
> Budgets
[ Awards
[» Dishursement
[» Loans
> Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
I> Batisfactory Academic
Progress
> Financial Aid Histary
— Manage Financial Aid
Years
— ¥iew Financial Aid Status
— ¥iew Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[ Academic Advising
[> Contributor Relations
[ Set Up HRMS
[ Set Up SACR
[ Enterprise Components
[ QuickAddress Pro Wieb Int
[ Warklist

[ Application Diagnostics
Tro bt

]

Home

Household Info

Foofram Hepzibah ID: 0999999

Aid Year: 2008  2007-2008 Financial Ald Year Institution:

National ID: 004-74-8938

UMS01

Get Fed Data GetInst Data

Date of Birth:  11/19/1978

Application Data Verification

@® Student O spouse  OFather  OMother O OtheriStep

Sequence: 1

Numberin College; | | ]Override Number in College

Number in Family: [Cloverride Family Members

Household Information st

"Member Hbr _|Relationship Member Hame Bge |School Code e
Q =

& save | LReturnto Sesr:hl [=] ity |

Step

Action

status of the

1]

student's verification checklist items.

Click the icon.

Click the checklist icon in the upper right corner of this page to view or update the
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‘# MaineStreet

= Verification
— Perform Auto Yerification |
— Perform Batch
Consolidation

- igw Batch Item Update - by Person
Consolidation
— Eerform Batch ]
verification Hepzibah Foofram ID: 0993993 "
= Wiew Verification

umma
— Wiew Yerification Detail Hem Sequence Function Checklist Type Checklist Code Descr *ltem Status *Status Date

— Manane 2005-2008
Yerification o | sTuTaxoe 300 FINA ROL Dependent verification iated |53 040172008 &

Tews Window | Help. | Customize Page E,

Checklist tems Find  First 414 o 4 D Lt

[

~ Manage 2006-2007 2006 Student Tax Retum
Werification

> Financial Aid Terrm oK Cancel Apply

> Budyets

[ Awards

[> Dishurserment

[> Loans

I Pell Payment

[ ACGISMART Grants

> Fund Management

[» Return to Title IV Funds
HERA

[ Satisfactory Academic
Progress

> Financial Aid Histary

— Manage Financial Aid
Years

— Wiew Financial Ald Status
- Wiew Packaging Status
Surmmany
— Erint Batch Process
Messanes
[ Student Financials
> Academic Advising
[ Contributor Relations
[> 5et LUp HRMS
[> et Lp SACR
- Enterprise Components
[ QuickAddress Pra Wieb Int
[ Worklist
- Application Diagnostics =
L Tron Wanance

Step Action

7. On the Item Update page you can view any uncompleted verification checklist items.
You can change the Item Status on any of the checklist items if needed.

To change the Item Status, click the pull-down Item Status list.

Initiated [

8. If you select the Completed or Waived status, the checklist item is treated as satisfied
and will no longer appear in the Item Update page.

To save changes, click the OK button. To return to the Manage Verification page
without saving changes, click Cancel.

Cancel
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= Verification

- Berform Auto Verification

— Perform Batch
Consolidation

— View Batch
Consolidation

— Perform Batch
Verification

— View Verification
Summary

— View Verification Detail

— WManage 2006-2007
Verification

- Manage 2007-2008

Household Info | Tax Form Data

Foofram Hepzibah
AidYear: 2009 2008-2008 Financial Aid Year

Mational ID: 999-99-9999

Application Data Verification

1 @ student O Spouse O Father

Sequence:

Number in Family: [l override Family Members

erificatio
[> Financial Aid Term

[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds

e

el

b Budgets sehold Information

[» Awards

I Disbursement ‘Memberlbr |Relaionship |
[» Loans ,17

[> Pell Payment

New Window I Help I Customize Page | ,

‘Worksheet A | WorksheetB | Worksheet C | Tax Data Consolidation
ID: 0999999 &
Institution: UmMs01
Date of Birth:  04/23/1987 Get Fed Data GetInst Data

First L2 1 of 1 L2 Last

H[=

O mMother O OtheriStep

Numberin College: | ]Override Numberin College

HERA

I> Satisfactory Academic
Progress

[» Financial Aid History

2 Eavel L\Return to Searchl [=] Notity |

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

B | Worksheet C | Tax Data Consolidation

— 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

Sign out

Step | Action

9. Click the Get Fed Data button to bring in the data from the latest ISIR.

Get Fed Data
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« Verification
— Perform Auto Verification
— Periol atch

Consolidation

— View h
Consolidation

- Berform Batch
Verification

- View Verification
Summary

— View Verification Detail

— Manage 2006-2007
Verification

— Manage 2007-2008

[> Financial Aid Term

> Budgets

[> Awards

[> Disbursement

[> Loans

[ Pell Payment

[» ACGISMART Granis

[> Fund Management

[» Return to Title IV Funds
HERA

[ Satisfactory Academic
Progress

[ Financial Aid History

— Manaqe Financial Aid
Years

— View Financial Aid Status

- View Packaaging Status
Surmnmary

— Print Batch Process
Messages

[ Student Financials

[ Academic Advising

[- Contributor Relations

[> Set Up HRMS

[> Set Up SACR

- Enterprise Components

[ Waorklist

[ Application Diagnostics

(- Tree Manager

. inn Trnl

Household Info | TaxForm Data ]| W-2 Form Worksheet A | Worksheet B
Foofram,Hepzibah
AidYear: 2009  2008-2009 Financial Aid Year
National ID: 999-99-9939 Date of Birth: 0423198

Application Data Verification

1 @ student O Spouse (O Father

Sequence:
Number in Family: [l override Family Members

Household Information
“Member Nbr

T

<

O Mother

HNumber in College: [ Ooverride humberin College

Cu

New Window | Help | Customize Page | ,

Sign out

Worksheet C

Institution:

7

O OtheriStep

Find |

1D:

Tax Data Consolidation

0999999

UMSs01

GetFedData| GetlnstData

4102 I Lost

First & 1 of 1

] [ a =l

=

13 save

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

L Return to Search | [Z] Notify

B | Worksheet C | Tax Data Consolidation

Step

Action

10.

Click the Tax Data Consolidation tab.

For independent students one row will appear (for the student). For dependent students
there will be two rows: one for the student and one for the parents.
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= Verification
~ Perform Auto Verification |
— Perform Batch
Consolidation
— View Batch

Household Info | TaxForm Data Worksheet A | Worksheet B

Consolidation D: e
— Perform Batch Foofram, Hepzibah 0999999
Verification Institution: UKSs01

Aid Year: 2009

— View Verification
Summary

— View Verification Detail

— Manage 2006-2007
Verification

- Manage 2007-2008
Verification

First [ 1 o2 I Last

Student Mother

Consolidate

Spouse Father Status: Tax Data Not Consolidated

[> 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

& save

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

[=] Notify

2 Return te Search

B | Worksheet C | Tax Data Consolidation

Step | Action

11. Click the Consolidate button.

Note: do not consolidate unless you have all the required documents.

Consolidate
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= Verification New Window | Help | Customize Page \saVEd

— Perform Auto Verification

— Periol atch
Consalidation Household Info | Tax Form Data W-2 Form Worksheet A | WorksheetB | WorksheetC | Tax Data Consolidation

— View h

_gs:r;nr\nld;g&; Foofram Hepzibah 10z 0999999
Verification Aid Year: 2009 Institution: UmMs01

- View Verification
Summary

— View Verification Detail

— Manage 2006-2007
Verification

— Manage 2007-2008

First (4] 1 o2 B 1ast

Student Spouse Father Mother Status: Tax Data Consolidated

Consolidated Tax Data

[> Financial Aid Term

> Budgets

[> Awards

[> Disbursement

[> Loans

[ Pell Payment

[» ACGISMART Granis

[> Fund Management

[» Return to Title IV Funds
HERA

[ Satisfactory Academic
Progress

[» Financial Aid History

— Manaqe Financial Aid
Years

— View Financial Aid Status

- View Packaaging Status
Surmnmary

— Print Batch Process
Messages

[ Student Financials

[» Academic Advising

[- Contributor Relations

[> Set Up HRMS

[> Set Up SACR

- Enterprise Components

[ Waorklist

[ Application Diagnostics

(- Tree Manager

. inn Trnl

2 Eavel L\Return to Searchl [=] Notity |

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

Sign out

Step | Action

12. | A new link appears: Consolidated Tax Data. Click the link.
[Consolidated Tax Datal
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= Verification

~ Perform Auto Verification |

— Perform Batch
Consolidation

— View Batch
Consolidation

— Perform Batch
Verification

— View Verification
Summary

— View Verification Detail

— WManage 2006-2007
Verification

- Manage 2007-2008
Verification

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
[ Waorldist
[+ Application Diagnostics
[ Tree Manager

Eononae

Consolidated Tax Data

H

Worklist Add to Favorites

New Window I Help I Customize Page | ,

Student's Tax Data

Number of Family Members:
Number In College:

Number of Exemptions:
Dependents:

Wage Income-Student:

Wage Income Spouse:

Itemized Deductions:
AGL:

Taxes Paid:
Worksheet A:
Worksheet B:
Worksheet C:

Untaxed Social Security:

Dividend and Interest Income:

T

[<]

Marital Status:

Tax Return Filed?

Tax Form Filed:

Eligible For 1040A or 1040EZ
AFDC Benefits:

Child Support Received:

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:

Eamed Income Credit:

Unmarried ﬂ
[+]
[~]
]

JLLLLLL

Number of Family Members:
Number In College:

Number of Exemptions:
Wages, Salaries, & Tips:
Wage Income Father:

Wage Income-Mother:

L)L

Marital Status:

Tax Return Filed?

Tax Form:

Eligible For 1040A or 1040EZ?
Untaxed Social Security:
AFDC Benefits:

Child Support Received:

Parent's Tax Data

Single

[]

Mot Filed

[+]
]
[+]

L

Sign out

=]

Step

Action

13.

You can enter the data changes on this page.

When done, scroll down to the bottom of the page and click OK.

On the Consolidated Tax Data page you have a section for the student and (if the
student is dependent) a section for the parents.
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‘# MaineStreet

< Verification [~]
— Perform Auto Verification
— Perform Batch

- Perform Batch Foofram, Hepzibah

Verification
- View Verification
umma
— View Verification Detail
— Manage 2006-2007
Verification
— Manage 2007-2008

Aid Year: 2009

|

Student Spouse Father

Consalidation Household Info | Tax Form Data W-2 Form Worksheet A | WorksheetB | WorksheetC | Tax Data Consolidation
— View Batch
Consolidation ID: 0999993

Home Worklist Add to Favorites Sign out

New Window | Help | Customize Page | E,

Institution: UKS01

First [ 1 o2 B st

Find | View Al

Mother Status: Tax Data Consolidated

Verification

— Manage 2008-2009 Consolidate
Verification

Lonsolidated Tax Datd

[> Financial Aid Term

> Budgets

[> Awards

[> Disbursement

[> Loans

[ Pell Payment

[» ACGISMART Granis

[> Fund Management

[» Return to Title IV Funds
HERA

[ Satisfactory Academic
Progress

[» Financial Aid History

& save [=] Notity

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

\Return to Search

B | Worksheet C | Tax Data Consolidation

— Manaqe Financial Aid
Years
— View Financial Aid Status
- View Packaaging Status
Surmnmary
— Print Batch Process
Messages
[ Student Financials
> Academic Advising
[- Contributor Relations
[> Set Up HRMS
[> Set Up SACR
- Enterprise Components
[ Waorklist
[ Application Diagnostics
(- Tree Manager
. inn Trnl

[~

Step Action

14. Click Save.

Verification.

This completes the entry of the verification data. Following this, use Auto or Batch
Verification to compare the new data with the ISIR and to generate a correction ISIR
if required. Please refer to the documentation on Auto Verification and Batch

15. End of Procedure.
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