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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.

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

3. 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.

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

Make sure the correct student 1D, Institution and Aid Year are entered. Click Search.
Click the checklist icon in the upper right corner of this page to view or update the status of
the student's verification checklist items.

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.

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.

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

10. | Click the Tax Data Consolidation tab.

11. | Click the Consolidate button.

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

12. | A new link appears: Consolidated Tax Data. Click the link.

13. | On the Consolidated Tax Data page you have a section for the student and (if the student is
dependent) a section for the parents. You can enter the data changes on this page. When done,
scroll down to the bottom of the page and click OK.

14. | Click Save.

15. | End of Procedure.
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