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Executive Summary

The National Student Loan Data SystemSINDS) Enrollment Reporting Guide includes a table
of contentsthreechapters, and appeinds Eachof thechaptes andtheappendicesre

described below. This guide assumes reader familiarity with basic computer terminology and
concepts.

1 Chapter 1: Compliance, Guidelines, and Administrative Function§ Presentsn
overviewof Enroliment Reportingcomplianceules reporting guidelinesand
administrative functions and responsibiktie

1 Chapter 2: NSLDS Enroliment Reporting Processngd Describes the batch reporting
processreceiving Enrollment Reporting roster files, matchiupglating/returningtudent
records, and completing error files.

1 Chapter 3: Enroliment Reporting Online: The NSLDSFAP Web Sited Provides
stepby-step instructions for using the Web site, including how to log on, navigate the
site, report and update student enrollment, and create and modify reporting schedules.

1 Appendix A: Enrollment Reporting Roster File Record Layout® Provides the
recordlayouss for Enroliment Reporting roster and erfies, as well adield
descriptionserror codes and explanations.

1 Appendix B: Enrollment Status Code® Provides thevalid Enrollment Status Codes
to be used in ubmittal Fileor for Enrollment Update on the NSLD&b site

1 Appendix C: Error Codesd Provides theecordlevel edits returned in the
Acknowledgment/Error File or displayed on the NSLD&Db site when adding or
updaing student enrollment data.

1 Appendix D: Error Checkingd Provides theommon reasons that files and records are
rejected.

1 Appendix E: State Coded Provides thevalid StateCodes to be used inSubmittal
File or for Enrollment Update on the NSLD&b site

1 Appendix F: Country Codesd Provides thevalid CountryCodes to be used in a
Submittal Fileor for Enroliment Update on the NSLD®&b site
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Chapter 1: Compliance, Guidelines and Administrative Functions

Chapter 1. Compliance, Guidelines, and Administrative Functions
1.1 Basic Concept of Enrollment Reporting

Under provisions of the Higher Education Act,
guidance, schools are required to confirm andnteghe enrollment status of students who

receive most types of Federal student aid, including aid from the Federal Pell Grant Program,

The Federal Family Education Loan (FFEL) Program, the William D. Ford Federal Direct Loan
(Direct Loan) Programand the~ederal Perkins Loans (Perkins) Progrdimis process is called
Enrolliment Reporting [originally the Student Status Confirmation Report (SSCR)].

1 Schools report the enroliment status of students who received Title IV aid to NSLDS.
1 This enrollment information is updated in NSLDS and, as appropriate, is reported to
guarantors, lenders, and servicer$eoferalstudent loans.

A studentds enrol |l ment scdcheoksiatss, dbfermenrandigraees el i g
periodsaswelhs f or t he Departmentds p&pgeemoan of i nte
holders. Enrollment Reporting ot onlycritical for effective administration of the Title IV

student loan programbut is also required so that the Department can engadgelggtary and

policy analysis.

1.2 Compliance

Federal regulationand related guidanaverning Title IV student aid programs require s to
monitor and update the enrollment status of students who receive Federal atident

Completion of Enroliment Reporting ssites theserequirements for school$he accuracy of

Title IV student loan records depends heavily on the accuracy of the enrollment information
reported by schools. Schools must review, update, and verify student enroliment statuses,
effective dates athe enrollment status, and the anticipated completion dates that appear on the
Enrollment Reporting roster file or on the Enrollment Maintenance page B8hBS

Professional AccegNSLDSFAP) Web site. Schools mualsocorrect any returned errors that

are identified by NSLDS within 10 business days.

1.3 Additional Enrollment Reporting Responsibility Guidance

The Department publishdgear Colleague Letter (DCL) GEN2-06 on March 30, 2012This
DCL reminds schools of their enroliment reporting responsibilities and references enhancements
to NSLDS that serve to improve the accuracy and timeliness of enrollment data. The letter
reminds shools to:
1 Recertify enrollment status of all students on the enrollment roster even if there is no
change in the enroliment status.
1 Provide completion/graduation data accurately and timely when students complete their
academic program.
1 Add transfer studeatwho have received Title IV aid elsewhere to their enroliment roster
even if the students are not receiving aid at wahool
1 Accurately report students reported in a less than half time status (enroliment status code
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of ALO) t o i nd.itleabdstats oaracgrtificifthatstgtes cantinwes
Additionally, provide an Anticipated Completion Date (ACD) for students in a less than
half time status.

The enhancements to NSLDS referenced in the DCL are covered in this Enrollment Reporting
Guide.

1.4 Reporting Requirements

Schoos are required to certify enrollment at the location level using éightdigit Office of
Postsecondary Education Identifi@REID). However,schoos will be given the option to

manage their Enrollment Reporting files at $iredigit OPEID if they so choose. A school that
chooses to manage multiple campusdaporting will have the option to receive individual eight
digit OPEID rosters files (one for each additional location of the school) or a combined roster for
multiple locations in one file. Schools will establish their Enroliment Reporting profile using
dedicated screens on the NSLDS Professional Access Web site. Each location that certifies
loans must be signed up for the Enrollment Reporting process through FSAWkelieee

Sectionl.6) . Reporting a studentods enroll ment at
does not satisfy the enrollment reporting requiremeaitifvas disbursed or the student was
physically attending school at a locati@ay(, OPEID 12345601).

To assist with the reporting of enroliment at the location level, NSLDS has established an
Enroliment Administration option that allows campuses thatesthe same sidigit OPEID

(e.g., OPEID 123456) to establish a location that will report for its own and other locations. As
an example, when the Enrollment Administration option is used, OPEID 12345600 can be
selected to report for its location of 0®w&ell as for the01,-02, and-03 locations of OPEID
123456. Se&ection3.8.3for more details.

Below is an overview of the process for Enroliment Reporting and the requiremesishibatt
must followto be in compliance:

1 TheEnrollment Reporting roster file is placedarschodis (or enrollment reporting
servicersd6) designated Student Abugsihessnterne
dayof the month designated by th&nrollmentReporting schedule. Schools may set up
or modify their schedule on the Enrollment Reporting Profile Web page under the Enroll
Tab on the NSLDSFAP Web site. A school is advised that if they use an enrollment
reporting servicer and make a change to the normal reporting schedule, the servicer
shoutl be notified.

1 Responses to the Enrollment Reporting roster file are due @&hdtaysof creation of
the file that is placed in the designated SAIG mailbox. Schools have multiple methods of
responding to the NSLDS Enroliment Rosters. Methods include, batch, spreadsheet
upload, and updating student records on the Enrollment Update lihie NGLDSFAP
Web site. The online and spreadsheet upload processes will update the records in real
time and provide immediate feedback if an error occurs.
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Files submitted by batch processes will receive an Acknowledgment/Error File that
contains a countf@accepted records and any records containing errors that did not pass
edits for update. If the Acknowledgment/Error File does not indicate any errors (contains
just a header and trailer record), it serves as proof that the submittal file was received and
processed by NSLDS and should be kept for audit purposes.

If the Acknowledgement/Error file indicates any errors, error records must be corrected

by updating the studentd record online or
submitting an Error Coragion File within 10 business days of the date it was received.

These errors for the students that failed in the batch submittal process indicate that the

s t u d enroltmerd status has not been updated on NSLDS.

Students are placed on a roster of the@sgh 6 s (dRyES) bBsed on the
student/school relationship in NSLDS. Students can appear on the roster due to:
o The Departmentdos Common Originations an
reporting the enrollment location as the enrollment scfovdhe studenat the
time of disbursement
o Thefederal loan servicer$A, lender, or Perkins School reporting the current
school location for the studersind
o The school previously certifying the enroliment datathe studenat that

location

Students are considst to be irschool and continuously enrolled during academic year

holiday and vacation periods, as well as during the summer between academic years

(even if not enrolled in a summer session), as long as there is reason to believe that they
intend to enrolfor the next regularly scheduled term. For example, students should not

be reported as: AWi thdrawno at t heenrelnd of
for the fall term. If they do not return as expected, the status must be changed to

A Wi tatwchro wi t hin 30 days of that determinat.
new term, whichever occurs first, with an effective date of the last date of attendance.

Students that are not on the roster but have received aid (at your school or another school)
may be added to your batch file or reported by using the Enrollment Add page or the
spreadsheet upload option on the NSLDSFAP Web site. The student identifiers in

added records must match the student identifiers on NSLDS. Students cannot be added to
NSLDS unless a current loan or grant is on the database. If a data provider has not
reported a loan or Pell grant to NSLDS and the school tries to add the readydtah

process, the student record will be rejected orStifamittal Fileor Error Correction File.
Likewise, if the student is added on the NSLDSFAP web site, and there is no loan or
grant data in NSLDS, the st udonlmg. wi | | not

Aschoolmustorrectly report students who have co
Agraduatedod status rather than a 6W6 for i
identifying individual student completion of programs of study. Furthercemrate

anticipated completion date aids iIin correc
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unnecessary early conversion to repayment or too late conversion, causing technical
defaults.

1.4.1 Reporting Enrollment for Distance Education Programs

There are spediaonsiderations for distance education programs in Enroliment Repd?ang.
Department of Education policy, the definition of distance education requires the use of
technology to support "regular and substantive interaction between the students aodlthé f
The technologies may include

(1) Thelnternet;

(2) Oneway and tweway transmissions through open broadcast, closed circuit, cable,
microwave, broadband lines, fiber optics, satellite, or wireless communications devices;

(3) Audio conferencing; or

(4) Video cassettes, DVDs, and CROMs, if the cassettes, DVDs, or CROMs are used
in a course in conjunction with any of the technologies listed in paragraphs (1) through
(3) of this definition.

Theschoolmusthave a policyfod et er mi ni ng a sthtusahe usd tidaspolieynr ol | mi
as the basis of its enrollment reportigrollmentReporting to NSLDS must be based on the

regular and substantive interaction between students and the faculty for students in distance
education courses. For example, a schay ihmave a policy that includes having the faculty

member or an academic support staff member reach out to an online student after the initial week

of nonattendance to determine the cause and remind the student that he or she needs to be

regularly engageth the course to be successful. If the student does +sotgage in the course,

then the message could become more urgent, notifying the student of possible consequences of

his or her norengagement.

Allowing a student to go for several weeks withouthsinteraction raises concerns that the

schoolis not adequately monitognstudent behavior. ThereforenilimentReporing or a

change in the statest dbasedrebl megtupon a stud
sufficient to determine#h st udent 6s attendance or | ack of a

1.4.2 Additional School Enroliment Reporting Responsibilities

1.4.2.1 Using an Enrollment Reporting Servicer

As with any school/servicer arrangement for the administration of Title IV programs, the school
remainsresponsible for submitting timely, accurate, and complete responses to Enrollment
Reporting roster files and for maintaining proper documentation in accordance with Federal
Regulation 34 CFR82.610(cland 685.300(b) In accordance witB4 CFR 668.25, dwols

must report their Enrollment Serviceronthe d er a | St ud eApplicatdnfar6 s ( FS A’
Approval to Participate in the Federal Student Financial Aid Progré&app).
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Schools must understand that their reporting of data to their servicers neayrdifi when the

servicer responds to rosters on behalf of the school. You can see the schedule expectations on the
NSLDSFAP Enroliment Reporting Profile page of the Web site. NSLDS will send the roster to

the servicer designated; however, if the respaneet received in a timely matter, NSLDS will

notify the school rather thandfservicer. Refer to Sectidn8for more information on the Late
Enroliment Reporting Roster Notification process.

In addition to reporting the serviceelationship on the B pp, schools may designate the
Servicerodos SAI G mailbox to receive the Enroll
done when you sign up for SAIG or at any time thereafter, through FSAWebenroll. The

Enrollment Reporting pra&ss, when using a servicer, proceeds as follows:

1. NSLDS sends your school s Enroll ment Repor

2. The servicer matches the Enrollment Reporting roster file to enrollment data that you
provide to the servicer.

3. The servicer returnthe updated Enroliment Reporting roster file (nowSdmittal
File) to NSLDS.

4. NSLDS processes the file and returns the Acknowledgment/Error File to the servicer.

5. The servicer corrects any errors and returns the Error Correction File to NSLDS. The
servier may need to contact the school to correct errors.

Even though a school may use an enroliment reporting servicer, it is important that a member of
theschoolhas a FSA User ID with online enrollment update capabilities. This allows the school
to make immediate enrollment updates to NSLDSFAP to ensure timely:

Conversion to repayment without loss of the grace period.
Documentation of enrollment for the grantioigin-school deferments.

Reporting students that have transferred in tsth®o] when the school is made aware
of the studentdés prior Title IV assistance

1 Reporting of enroliment should the servicer relationship change.

Remember, a change of status thesreported in 30 days or on a roster that will be received

within 60 days. Use online enrollment update to ensure compliance with this requirement and
report student enrollment changes when they occur, such as a student withdrawing before the end
of a erm.

1.4.2.2 Listing an Enrollment Reporting Contact

Each school is required to have at least an Enrollment Reporting Contact and a Primary Contact

on the NSLDSFAP Web site for important communications from NSLDS. To update the

Enrolliment Reporting Contact ancetRrimary Contact of an organization, a school will log onto

the NSLDSFAP Web site and access the ORG tab. The ORG Contact List will display with an
AAdd New Contacto selection option. To change
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function toview the contact detail and update the information.

1.4.2.3 Student Identifiers and Data Conflicts

You must be certain that you have a legitimate match of identifiers when reporting enrollment on
a student. One or more of the student identifiers provided by N$W®&iffer from the

information in your school records. If you are sure your data are correct based on the reliable
source of your data or documentation on file, you must contact the data provider (GA, lender,
lender/servicer, or federal loan servicerdach loan) and work with the provider to make

changes. If you cannot resolve the discrepancy with the data provider, you may contact the
NSLDS Customer Support Center (CSC)-@®0D-999-8219, Option 3. You will need to provide
copies of certain legal docnts to make changes. The student identifiers are:

- Studentds Soci al Security number (SSN) (r
- Studentds Last Name

- Studentodos First Name (record identifier)
- Studentodos Middle Initial

- Date of Studentds Birth (record identifie

Schools that daot use the student SSN to identify student registration records may provide
NSLDS with their Student Designator. NSLDS will not remove or change the Student
Designator, which can be provided via file or online, so it may be used in later Enroliment
Reporing roster files to match records easily. You must not change the SSN provided by
NSLDS.

1.5 Administrative Functions

A school is responsible to report timelgd accurate enrollment daliais important that the
school report the applicable enrollment status, the effective date of the status, and the anticipated
completion date of all borrowers attending its school. The enrollment status categories are:
5 F 6 -timé&)u | |
5 HO -fime)a | f
5 L(léss than halfime)
bA6 (|l eave of absence)
(graduated)

=
(@}

(withdrawn)

o

(deceased)
(never attended)

== =4 -4 -—a -—a -—a -a _a -a
(o N« NI« NI« N« N« N« Nl Nl o
®
(@}]

N X O
(@}

o

(record not found)

11 NovembeR012



Chapter 1: Compliance, Guidelines and Administrative Functions

I f a student has a reported enroll ment status
on the Enroliment Reorting roster until two consecutive certifications of the same enrollment
status removes the student from a school 6s ro
timely and accurate manner to meet regulatory requirements. Enroliment informatidmemus

reported within 30 days whenever attendance changes for students, unless a roster will be

submitted within 60 days. These changes include reductions or increases in attendance levels,
withdrawals, graduations, or approved leavkabsence. Itisthe c hool 6 s responsi bi
participant in the Title IV aid programs, to monitor and report these changes to the NSLDS.

Beginning with the new NSLDS Enrollment Reporting File Layouts (required as of March 31,
2013), the following new optional fields areluded:

A Credential Level. Schools (or their servicers) will report the Credential Level of the
academic program that the student completed when reporting an Enrollment Status of
AGradiu@d.ed The Credenti al Levelthtkat a fi el d
enroll ment status of AGO0 and will not be r
The Credential Level codes are:

017 Undergraduate Certificate

O2TAssoci ateds Degree

0O3iBachel ords Degree

0471 PostBaccalaureate Certificate (including postduate certificates)
OiMasterb6s Degree

061 Doctoral Degree

07171 First Professional Degree

A Student 68SchodldReperedsSchools (or their servicer
permanent home addresses.

1 Term Dates. Schools (or their servicers) may report the beginning and ending dates of
the academic term of the studentds current
example, a school that is reporting enrollment for its Spring 2012 term that began on
January5, 2012 and will end on May 15, 2012. When reporting enrollment for students
enrolled in the Spring 2012 term, the school would report January 25, 2012 as the term
begin date and May 15, 2012 as the term end date. These are optional reporting fields that
will be useful to the studentds | oan servi

NSLDS is responsible for forwarding reported enrollment data it receives to the appropriate GA,
lender, lender servicer, federal loan servicer, or Perkins Loans school or servicer (only when
requested). Thesweekly notifications include newly reported enroliment data received from
schools through the batch process and online update processes.
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To increase the ease of meeting this requirement, the NSLDS Enrollment Reporting process can
be managed electroniéal ManagingEnrollmentReporting requires batch and online access.

The electronic exchange of information through the Enroliment Reporting process is done using
SAIG. The enroliment reporting can also be done on the NSLDS Professional Access Web site,
Theorganization must have both online and batch access. Refer to Section 1.6 for more
information on applying.

15.1 Software Options

Until March 31, 2013, the Department makes Enrollment Reporting Roster processing software
available for use with the legacy fixidth reporting process. The SSCR Release 3.0 Software
can be downloaded frofeadownload.ed.goAfter March 31, 201 3this software will not be
applicable as it is not compatible with the new three batch repottntyfes. Refer to Section
2.1.1and Appendix A for more information on the file types.

15.2 NSLDSFAP Online

NSLDS online offers the following Enrollment Reporting functions on the NSLDSFAP Web
site:

1 NSLDSFAP Web Enroliment Reporting Profile Web page enables schools t® area
modify their reporting schedule and request an ad hoc roster, set preferences for its
Enrollment Reporting roster files and monitor the enrollment statuses received by
NSLDS in the prior quarter.

T NSLDSFAP Web site displ ensssingtheeEnrsllménb ol 6s r o
Reporting Update link, allowing easy enrollment certification for one or all of the
school 6s Title IV aid recipients.

f Students can be added to the school ds rost
st udent 0s m& &N date bfibirths(DOB)] asing the Enrollment Reporting Add
link. As long as the student exists in NSLDS, the system retrieves the student record for
update.

1 NSLDSFAP Web site provides an online file upload process to enable schools to provide
their enrolilment updates using a spreadsheet file that can be uploaded using the
Enrollment Submittal link.

1 NSLDS stores the full history of reported enrollment information, beginning with the
student status data on NSLDS at the end of 2001. This allows samoelsrn any
Enrollment Reporting rostérnot just the last one creatednd provides more complete
information to the loan community.
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You can enroll for access to the NSLDSFAP
site atwww.fsawebenroll.ed.gov

See Section 1.6 for details.

1.6 How to Sign Up

The NSLDS Enroliment Reporting process can be managed electronically. MaBamiigent
Reportingrequires both batch and online functions access. The batch process allows schools to
transmit enrollment information electronically usually by responding to a file from NSLDS. The
school may also update enroliment information online by retrieving the easiter or individual
students. The organization must have both online and batch access.

The electronic exchange of information through the Enroliment Reporting process is done using
SAIG. To apply for batch and online enroliment reporting access, go to
www.fsawebenroll.ed.gov

The Primary Destination Point Administrator (PDPA) for the organization must complete the
application for the batch process and to request online access. The PDPA must also enforce the
security requirements as outlined in the SAIG User Statement including the completion and
maintenance of this statement(s). Your President/Chief Executive Officer (CEO)/Chancellor/
Equivalent Person/Designee must approve each designated individual trest fpNSLDS

online access.

After you have applied throughawebenroll.ed.gqwou will be assigned a FSA User ID that is
used for online access. The Rules of Behavior and Privacy Act statement presented at log in
outline the appropriate uses of Bélderal Student Aid Systems including NSLDSFAP online and
the consequences of inappropriate actions.

Enrollment Reporting Process Flow
Enroliment Reporting through NSLDS streamlines the entire enroliment confirmation process.

Proper scheduling provides aistent submission of enroliment data. This is illustratdelgnre
1-1, NSLDS Batch and Online Enroliment Reporting Process Flow
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Roster Files
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v [ Certify students via ]

NSLDSFAP Web
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Figure 1-1, NSLDS Batch and Online Enroliment Reporting Process Flow

The Enrollment Reporting process for batch and online is described in detail, designating the
responsible party for each step:

1. NSLDS:

A. Adds studerst with new loans or grants to the portfolio of the enroliment school
OPEID sent from COD as reported with disbursement record by the school to COD.

B.Compiles all students in the school s por
previously certified stilactive records, students added because of loan records with
updated school codes and Perkins Loan records.

C. Generates the Enrollment Reporting roster file of the students in the portfolio for the
school or schools based on the NSLDS Enrollment Profile PaGen r ol | me n't
Reporting Preferences, Administration Set

D. Forwards the Enroliment Reporting roster file to the school or its servicer through the
SAIG mailbox.

2. School (or administrator or servicer):

A. Receives the Enrollment Reporting rodtky (s).
B. Matches the Enroliment Reporting roster file with registration records.

C.Updates the Enroll ment Reporting roster f
enrollment status, status effective date, or anticipated completion date fields.

D. Provides corct location code if student is attending a different location of the same 6
digit OPEID.
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Adds the optional fields of studentoés
Provides a credential level for those students with a graduated enrollment status.
. Adds a Detall record for each new student.

I o mm

Reviews the updated file for valid data to eliminate errors.

Returns the updated Enroliment Reporting roster file, novéthenittal File within
30 days of the creation date with an appropriate certificatiantd@iSLDS,

OR
Goes online atvww.nsldsfap.ed.goand uses on of the online functionalities (update,

add, spreadsheet submittal) to certify enroliment for its studéldsoster file will
need to be returned.

3. NSLDS:

A. Receives th&ubmittal File

B. Edits (errorchecks) the&submittal Filecontents. If enrollment is updated online, edits
occur as entries are made.

C. Updates the NSLDS database with enroliment data.

D. Returns the Acknowledgment/Error File (containing any rejected records or just the
header and trailer if there were aworg for any file submitted by batch.

E. Forwards new and/or changed data to each affected loan holder (GAs, federal loan
servicers, leners/lender servicers, and Perkins Loan schools/servicers).

4. School (or servicer):

A. Receives and saves the Acknowledgment/Error File, and reviews any error records.

Cycle is complete if all records are accepted by NSLDS.

B. Returns the corrected records to NSL&sSan Error Correction File within 10 days of
the date it is sent to the school (or servicer).

OR

Goes online atvww.nsldsfap.ed.goand uses on of the online functionalities (update,
add, spreadsheet submitted)certify enrollment for its students. No roster file will
need to be returned.

5. NSLDS:

A. Receives the returned Error Correction File and repeats step 3.
B. Forwards new and/or changed data to each affected loan holder.
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Note: When error corrections are nabmpleted, the enrollment record is not updated on the
NSLDS database or distributed to the loan holders.

1.7 Scheduling: Building Enrollment Reporting Schedules

Default schedules for rosters are every 2 months for schools and weekly for all organizations
reeiving the notification files. The Department recommends that all schools report enroliment
data using the Enrolliment Reporting process at least five times a year. Scheduling roster files to
coincide with key milestones in your academic year will beswajou to report accurate

enrollment data.

NSLDS provides schools great flexibility in scheduling their Enroliment Reports, including
setting specific dates for creation of an Enrollment Reporting roster file. Schools may wish to
coordinate the schedulerfenroliment Reporting rosters to coincide with activities in their
academic calendar, such as after the end of a drop/add period at the beginning of a semester or
following the date of graduation. For example, after your drop/add period or censusadate is
good time to report enroliment, while a roster schedule for July 1 during a period of lighter
student enrollment may be less efficient. Building your schedule can be completed on the
Enroliment Reporting Profile page of the NSLDSFAP Web site. For maadisien setting up

your reportng schedule, seé&ection3.8.4

The Enrollment Reporting Profile page allows a school to update the current schedule or to
create a new schedule by selecting a start date. The start date may akdatgte greater than

or equal to the current date, and less than or equal to the current date plus 1 year. Files will only
be generated on weekdays. This means that a file scheduled for generation on a Saturday will be
generated on the following Mond&§chools may also select a frequency such as:

Every week
Every 2weeks

Every month

Every 2months (default frequency for schools)

= =42 4 -4 -

Every 3months

This will develop an initial schedule, which the school can modify for more specific time

periods. Schools thaelect frequencies greater than monthly must keep in mind that they will

have to complete ad hoc reports or update online if a student enrollment status changes within 30
days of the enrollment status change.

1.8 School Late Enrollment Reporting Roster Notification

Once NSLDS creates an Enroliment Reporting Roster file and sends it to a school, that school
has 30 days from the date the Enrollment Reporting Roster file was created to &ibmital

File to NSLDS or complete the updates online. Any schaatl fiuls to return Submittal Fileor
make updates online within the-8@y period is considered to be late in responding. NSLDS will
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produceaneai | noti fication to r emicondpleteand@arh s of t
that report within30das of recei pt3dCHR682I6W(c)Fecr et aryo |

The Late Enrollment Reporting notification will be sent if no updates are received by batch or

online by the 37th day after the creation date of the roster from NSLDS. The notification is sent
tothescbol 6s Enrol |l ment Reporting Contact and Pr i
on the Organization Tab (ORG Tab). The President or CEO, as listed with the Postsecondary
Education Participation System (PEPS), is also copied onttieglenotification.

This notification is the only warning the school will receive regarding itsaoompliance in
replying to the Secretary of the Department o
information.

The school is ultimately responsible for timely and accuegperting, even when it uses an
enrollment reporting servicer to submit the Enroliment Reporting fileerefore, Late

Enrollment Reporting-enail notifications are sent to the school and not to the servicer. Schools
that do not comply may have their élitjty for Title IV student aid revoked or they may have
fines imposed.

1.9 School Enroliment Reporting Audit

Schools may wish to perform internal oversight or may receive a request for an audit history of
Enrollment Reporting. Requests are made by inteundit@s, ED, GAs, and other agencies to
verify compliance with Federal regulations. The Enrollment Reporting Summary Report
(SCHERL1) on the NSLDS web site can be requested to assist schools by creating a report
showing the dates Enrollment Reporting roftes were sent and returned; the number of errors,
date, and number of online updates; and the number of late enrollment reporting notifications
that have been sent for overdue Enrollment Reporting rosters.

NSLDS also provides two additional reporthtp schools evaluate the reporting of enroliment
certifications, the Enrollment Certification by Quarter Web report and the Enrollment
Certification Extract. These two reports are described below and will be covered in Chapter 3.

For answers to questionsgarding enroliment reports, call the NSLDS CSC-800999-8219,
or submit your question teslds@ed.gav

1.10 School Monitoring of Certification Records

NSLDS provides tools for the school to monitor the certificati@onmgs that have been provided
to NSLDS by the school or its school service. Two reports demonstrate the certification records
that haveupdated NSLDS. See SectidriQ

1.10.1 Enrollment Certification by Quarter

This online report displays a quarterly count by enroliment status of certified enrollments
received by NSLDS during the four most recent calendar quarters, beginning with the calendar
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guarter ending June 30, 2012. At the end of each quarter (March 813@uBeptember 30, and
December 31), NSLDS evaluates the last enrollment status reported per student that updated
NSLDS during that quarter.

1.10.2  Enrollment Certification Report

The Enrollment Reporting Certification Report is an extract of active studenmteia s chool 0s
portfolio of students. The extract will contain the enrollment status code, status effective date,

and the anticipated completion date (ACD) as of the selected extract date. Additionally, NSLDS
will provide the date on which each of thosdédsewas first applied to the database. Finally, the
extract contains the most recently received certification date for the enrollment data listed and
calculates the number of days between that certification date and the extract date.

1.10.3 Waiver Process

A schml may apply for a waiver for the Enrollment Reporting process if there are unusual or
unforeseen circumstances that prevent the submission of a roster within the requiagd 30

period. A waiver has a start and an end date; the end date signifies whest¢heycle will

resume. If a waiver is granted, rosters will not be generated and, while in effect, the sohbol is
considered to be out of compliance if the waiver is requested before a previously sent roster has
exceed the return timeframe of 37 day

Each waiver request is reviewed by the Department and approved or denied chyaczesse

basis. To request a waiver, please call the NSLDS CS@@b299-8219, or email

nslds@ed.gov Include with your request axplanation of the events that will cause you to

miss the Enroliment Reporting deadline. Generally, the waiver request is due to the anticipation
that more than one roster will be missed and must include the start date and expected end date. A
waiver carbe requested before the latenail notification, but not after the distribution of the

Late Enrollment Reporting-mail has been sent.

A waiver request for a deadline that has passed will not be processed once tinedihte e
notification has been sentrfthe missed cycle.

1.11 Change in School Eligibility

NSLDS receives school participation eligibild@
in Title IV aid changes, it is the school 6s r
Enrollmen Reporting roster before discontinuing participation in the Enrollment Reporting

process. Furthermore, a school canose not to participate in the awarding of Title IV, siet

still have its students with federal student loaa<ligible toreceiveloan deferments. If a school

is eligible for loan deferments only, it must continue to report enroliment for its students through

the Enroliment Reporting process. Final updates can be made via batch processing or online.

19 NovembeR012


mailto:nslds@ed.gov

Chapter 1: Compliance, Guidelines and Administrative Functions

1.11.1  For Schools That Are Closing

Steps ® complete the final enroliment reporting roster if your school is closing:

1. The school (or school ds servicer) must wupdat
updated to the appropriatenranc t i ve enr ol | ment st atlitte such

status is based on the date the school closed, the enrollment status effective date will be the
date the school closed.

A) 0G6 (graduated): Provide the status effe

B) W6 (withdrawn): Thoeld nsatctathedate thee Stident t i v e

da

withdrew or the effective date of school 6
C) 6X6 (never attended): The status effecti

was first reported on the roster.

D) 626 (no record f ound) :dmatdhéhe date the studente f f e c t

was first reported on the roster.

2. Once all updates and any resulting errors have been completed, the school should contact its

PDPA to terminate all online and batch access for the Enrollment Reporting Process.

1.11.2  For Schools That Are Ineligible

Steps to complete the final enrollment reporting roster if your school is ineligible or has become
ineligible to participate in Title IV aid, and/or is ineligible to participate in loan deferments only:

1. The school ( or supdate m$ted ene fa time.iAlt students meedgo be

updated to the appropriatenanc t i ve enr ol | ment status, such

status is based on the date the school became ineligible to participate, the enrollment status
effectivedate will be the date the school lost eligibility or stopped participating.

A) 6G6 (graduated): Provide the status effe

B)Y 6oW6 (withdrawn): The status effective
withdrew or the effectie date the school became ineligible.

da

C) 6X6 (never attended): The status effecti

was first reported on the roster.

D) 626 (no record found): The status effect

was first reportedn the roster.

2. Once all updates and any resulting errors have been completed, the school should contact its

PDPA to terminate all online and batch access for the Enrollment Reporting Process.
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1.11.3  For Schools That Are Merging

Steps to complete the finahrollment reportingoster if your school has merged (old school)
with another school (new school):

1. The school (or school s servicer) must wupdat
be updated to the appropriate rextive enrollment status, such@s6, OWoé6, 6 X6, or
an enroll ment status effective date that 1is

A) 0G6 (graduated): Provide the status effe

B) W6 (withdrawn): The status weulleéhtecti ve da
withdrew or the effective date of school 6

C) 6X6 (never attended): The status effecti
was first reported on the roster.

D) 626 (no record found): The status effect
was first reported on the roster.

2. The old school must contact the new school. Any students who will continue to be enrolled at
the new school must be added to the new school roster with the appropriate enroliment status
and the effective date of the merger

3. Once all updates and any resulting errors have been completed, the school should contact its
PDPA to terminate all online and batch access for the Enrollment Reporting process for the
old school 6s OPEI D.

1.11.4  For Schools That Become a New Stand-Alone Entity

Steps to complete regardignrollmentReporting if your school has separated from another
school to become a new staalbne entity:

1. The school (or school s servicer) must wupdat
students need to be updatedheappropriatenolact i ve enr ol |l ment statu
0X6, or 06Z06, with an enrotdéamenotf stlaeuscleddled
to stand alone.

A) 0G6 (graduated): Provide the status effe

B) 6W6 (withdrawn): The status effective da
withdrew or the eff eparatiorveestamdalone. of t hat sc

C) 6X6 (never attended): The status effecti
was first reported on the roster.

D) 626 (no record found): The status effect

was first reported on thester.

2. The new stanlone school needs to sign up using the new OPEID to participate in the
NSLDS Enrollment Reporting througtww.fsawebenroll.ed.gav
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3. Students who are currently enrolled and will contitaube enrolled at the new staabbne
school must be withdrawn from the current sc
Enrollment Reporting roster with the appropriate enrollment status and effective date.

If you have any questions regarding your resplailities forEnrollmentReporting, please call
the NSLDS CSC at-800-999-8219, Monday through Friday, from 8 a.m. to 9 p.m. ET.
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Chapter 2. NSLDS Enrollment Reporting Processing

This chapér provides an overview of the enroliment process and provides information on the
technical aspects of thmatchprocess.

You can make the batch Enrollment Reporting process simpler
and more timely by using the NSLDSFAP Web site.

Web Notes throughout this chapter will provide hints and tips fqg

using the Web site in conjuction with the batch reporting proces

Refer to Chapter 3 for complete information Web Enroliment
Reporting

Once a school receiv&udent Aid Internet Gateway (SAl@ptification that a batch roster file

is available, the school can contel¢he process online rather than downloading the file,

responding, and resubmitting. The chart below demonstrates various steps in the reporting
process and how each step can be completed at different points using either the batch or the Web
process.

NSLDS Enroliment Reporting Process

Batch Web
Receive 9 Check SAIG mailbox. 1 Log on to NSLDSFAP and select
Enrollment . Enrollment Update.
Reporting Roster 9 Download Enroliment Reporting P
Sl roster file. fRetrieve school 6s

roster (orselected records).

Update Roster File| § Match Enroliment Reporting roster | § Edit and certify enrollment records on
file with in-house database. Enrollment Maintenance page.

9 Edit Enrollment Reporting roster filg  Submit.
usinga mainframe program, or othe

software. 1 Errors display on Enrollment Maintena
page.
Return Submittal | 1 SendSubmittalFile to SAIG mailbox| § Correct errors displayed and certify
File changes.

9 Submit and confirm.
Or

1 Log onto NSLDSFAP and select
Enrollment Submittal and upload the
spreadsheet.
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NSLDS Enroliment Reporting Process

Batch Web
Receive 9 Check SAIG mailbox for 1 Log on to NSLDSFAP and use either
Acknowledgment/ Acknowledgment/Error File. Enrollment Add or Enrollment Update.

Error File
9 Download Acknowledgment/Error | § For Enrollment Add

file. - Enter list of SSNshat need to be
corrected from
Acknowledgment/Error file.

Correct Error File | § Match Acknowledgment/Error file tg
in-housedatabase.

9 Edit Acknowledgment/Error file usin - Retrieve listand update records

amainframe program, or other - Submit and confirm.

software.
9 For Enrollment Update

Save as Error Correctidrile.
T Sav I - Use Advancd Search Option

or fiCertification Date Eng
9 Create a spreadsheet for submittal - Enter the day before your batch
the NSLDSFAP. certification date to retrieve all
records that were not updated by
Return Error 9 Send Error CorrectioRile to SAIG the last batch file.

Correction File i . . .
e - Retrieve list and update records

- Submit and confirm.
Or

- Log on to NSLDSFAP and seleci
Enroliment Submittal and upload
the spreadsheet.

2.1 Batch Enrollment Data Transmission: The Basics

The batch Enrollment Reporting process involves transmitting files electronically. Selihods

large populatioriind batch processing to be an efficient method of data exchange. In batch
processing, the Enrollment Detail records are received from NSLDS as a single file (the

Enroll ment Reporting roster file), fwlly proc
environment, and then transmitted back to NS&C#gain as a single file (tf&ubmittal Filg.

This is the most efficient method for processing large quantities of data.

The Departmeits SAI G is used to send and reYori ve bat
can log on to SAIG from a mainframe computer or personal computer (PC) to send and receive

data through th8AIG facility for batch file processing. You must have thestEDconnect

softwareor other mainframe process to retrieve the file from3A&G mailbox
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1. NSLDS transmits I //

Roster File or Roster File or

Acknowledgement/ n P Acknowledgement/
Error File to school 6s Error File from its
mailbox. mailbox.

School ds
SAIG

2. School retrieves

Mailbox
(Destination ID)

—\‘

|

NSLDS

4. NSLDS retrieves
Submittal File or

Error Correction File
from its mailbox.

3. School transmits
Submittal File or Error
Correction File to
NSLDS mailbox.

A

NSLDS

SAIG

Mailbox
NSL-1136 (Destination ID)

Figure 2-1, Process Flow

If you have questions or problems downloading the file from the SAIG, please call CPS/SAIG
Technical Support at-800-330-5947.

You can enroll for access to the NSLDSFAP
site atwww.fsawebenroll.ed.gov

See Section 1.6 for details.

211 Identifying Your File Type

To provide greater flexibility in reportingnroliment data, NSLDS has implemented additional
file types. Schools indicate the file format on the Enroliment Reporting Profile Preferences
sectionon NSLDSFAPand NSLDS will initiate the batctoster file inthat format typeand
format preferencgSee Chapter 3 for instruction on entering file preferences.)

Until a school indicates the batch file type, NSLDS will continue to transmit the Enroliment
Reporting Roster file in the current legacy fixedlth format. All schools will need to select
one of the three new file types by March 31, 2013.

25 NovembeR012



Chapter 2: NSLDSEnrollment Reporting Proceiss)

The new file types are:

1 Enhanced fixedvidth 1 a fixed length flat file similar to the legacy fixeddth with the
additional new fields.

1 Comma separatedalue (CSV)i flat file with data separated by commas rather than each
field required to be a required byte length. This option allows schools spresisheet
softwareor other school software and convert the data easily into a transmittable file.

1 eXtensible MarkugLanguage (XML)i a schema developed in partnership with
Postsecondary Electronic Standards Council (PESCparaf the XML Registry and
Repository for the Education Community.

2.1.2 Identifying Your Data: Message Classes

NSLDS transmits the EnrolimeReportingRoster file to your SAIG electronic mailbox on the
Enroliment Reporting Schedule created by y&ehrool You can then retrieve the Enroliment
ReportingRoster file from youmailbox using either mainframe BC communications
software.

The following message classks theoriginal fixed-lengthfile type are used whetransmitting
enrollment data via SAIG to identify the type of file being sent or received:

1 SSCRXXOPS Enrollment Reporting roster fil@ppendix A1) sent to your school by
NSLDS on theschedule createdylyour school

1 SSCRXXING& CompletedSubmittal File(Appendix A1) or Error Correction Fil¢hat is
returned to NSLDS

1 SSCEXXOPS Acknowledgment/Error Fil€Appendix A2) sent to your school by
NSLDS

1 SSCMXXINO Files generatetly the schooas a ad hoc reportollowing the format of
the completd Submittal Files (Appendix Al)

Note:6 X X6 appears I|literally in each message cl as
no longer included in the class name.

The following message clasdes theenhanced fixeavidth file type are used when trangting
enrollment data via SAI® identify the type of file being sent or received:

1 EFRFLEOPOS Enroliment Reporting roster fil@ppendix A3) sent to your school by
NSLDS on the schedule created by ysthool

1 EFSFLEINO CompletedSubmittal Fileor Error Correction FiléAppendix A3) that is
returned to NSLDS

The following message classes for @@V file type are used when transmitting enrollment data
via SAIG to identify the type of file being sent or eaecd:

1 EFRCDEOPS Enroliment Reporting Rosteilé (Appendix A4) sent to your school by
NSLDS on the schedule created by yscinool
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T

EFSCDEINO CompletedSubmittal Fileor Error Correction Fil¢Appendix A4) that is
returned to NSLDS

The following message atses for the XML file type are used when transmitting enrollment data
via SAIG to identify the type of file being sent or received:

)l
)l

EFRXMLOP 6 Enrollment Reporting Rosteiil& (Appendix A5) sent to your school by
NSLDS on the schedule created by yscinod

EFSXMLIN 6 CompletedSubmittal Fileor Error Correction Fil§Appendix A5) that is
returned to NSLDS

Each Roster file has the following structure:

T

Header, Detail, and Trailer Record® Each Enroliment Reportingoster file contains

a single Header recorthultiple Detail records, and a single Trailer record. The Header
record identifies the source of.Intthee f il e
Original Fixedwidth format, the header also contairied certification date. The Detail
records, oa for each student, contain current information on file with NSLDS in the
mandatory fieldas well as data that has been supplied by the school in optional fields.
In the new record layoutke certification date is part of each individual student record
The Trailer record shows the number of Detail records contained in the file.

Format Datad Any Detail records added or data added, updated, or changed must be
formatted according to theelectedayouttypeand field definition specifications in
Appendix A.Verify changes and check for formatting errors before returning the
Submittal Fileto NSLDS.

Record Sequence NumberRecord Typed Each Detail recortiegins with a Record
Sequencéin the original fixedwidth layout)or Record Typ&umber(in the enhanced
fixed-width and CSV layouts)which NSLDS uses to ensure security anditability.
Sequence Numbers are sorted by NSLDS in ascending ordantbBleange the Record
Sequence Numbein XML, the identifier is called the Student Group Tag <STUDENT>.
Studert Identifiersd Each Detail record contains five student identifiers. Three of the
five student identifiers are also record identifiers, which NSLDS uses to match Detall
records in its database against Detail records returned in the Schoolttal File The
student identifiers uniquely identify the Detail record.

The student identifiers are:

- StudentCurrent SN (record identifier)
- StudentCurrentLast

- StudentCurrentFirst (record identifier)
- StudentCurrentMiddle

- Student DOBrecord identifier)

Student Designato® Schools that do not use the student SSN to identify student
registration records may enter the identifier in the Student Designator field provided in
the Detail record. NSLDS will not remove or change the Student Designator, so it may be
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used inlater Enrollment Reporting roster files to match records easily. You must not
change the SSN provided by NSLDS.

1 Enroliment-Related Field® Each Detail record in the Enrollment Reporting roster file
includes three enrolimemelated fields: Anticipated Contgtion Date (ACD)code for
Enroliment Status (ES), and Enrollment Effectivate These fields must be reviewed
for each record on the Enrollment Reporting roster file and updated with any change. The
list of valid Enroliment Statu€odes is in Appendix B

2.1.3 Adding Students to the Roster

If you are aware of students who should be on the Enroliment RepRBdsigr file but who are
not, add a Detail record for each student taSbbmittal File To add students to the Enroliment
Reporting roster fileisingthe Original Fixedwidth, the Record Sequence Number for added
students must b@999998 and all mandatory fields must be completed (see Appendix A
When adding a student for the Enhanced Fwadth file, use thdRecord Sequence Number
001, which ighe same as other detail recandiyyou use an Enroliment Reporting servicer, you
will need to work with it to have students added to your roster who should be there.

1 Pseudo SSH Sometimes the Student SSN contains a ps&8MN constructed by the
data prowder in the absence of the real SSN. This may be found in older student loans,
which were made before Congress required an official SSN on loan applications.
pseudeSSN is indicated byBi n t he St udent 6s PSeodoi al Secur |
Indicator field.If a match is found between other NSLDS student identifiers and a
student enrollment record, and the real SSN is known, contact your data provider. Your
data provider will confirm that the NSLDS record and the school record are for the same
student. Conftits in SSN identifiers can be reported to the NSLDS CSC by caling 1
800-999-8219.

1 Withdrawn or Graduated Studentsd Students who have graduated or withdrawn stay
on the Enrollment Reportingosteruntil their enrollments are certified a second time
with thesame status.

It is imperative that the student identifiers in the added records match the student identifiers on
NSLDS. Students cannot be added to NSLDS unlesstudent existsn the database. If a data
provider has not reported a loangrantto NSLDS and the school tries to add the record in a
batch process, the student record will be rejected o8ubeittal Fileor Error Correction File.
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You can add students to your school's Enroliment Reporting
roster using the NSLDSFAP Web site.

Enroliment data for students you add online are instantly
available.

If you areunable to retrieve a record on the NSLDSFAP Web
it means that the student has no record on the database, and

you must contact the data provider before updating the

aldzZRSydQa SyNRtfYSYyld AyTF2NY
conflict for a student, make copies of verifying documents an(
contact the data provider. If you cannot resolve the issue wit

the data provider, contact the NSLDS Customer Support Cen

1-800-999-8219, Option 3.

See Section 3.7 for details.

Figure2-2, Sample Enroliment Data Changes during the Enrollment Reporting Process
illustrates sample enrollment data as first provided by NSLDS in the Enrollment Reporting

Roster file, tken as returned by the school in Bigbmittal File and then as processed by NSLDS

and returned to the school as the next scheduled Enrollment Refostay file. In this
example, the school has added a student designator and has updated sevaritistifdso,
the GA orfederal loan servicdras submitted two name changes between reporting cycles.

As Returned
Reporting Requirement | As Provided by NSLDS in
(Mandatory, by NSLDS in | As Returned the Next
Do Not Change Enrollment | by School in | Enrollment
Enhanced Fixed Width Conditional, Reporting Submittal Reporting
Field Name or Optional) RosterFile File RosterFile
StudentCurrent SN Mandatory, Do Not Change| 123456789 | 123456789 | 123456789
StudentCurrent SSNPseudo Mandatory,Do Not Change | R R R
Indicator
StudentCurrentLast Mandatory, Do Not Change| Jones Jones Jones
StudentCurrentFirst Mandatory, Do Not Change| Helen Helen Helene
StudentCurrentMiddle Mandatory, Do Not Change| R R R
Student DOB Mandatory, Do Not Change| 19781223 19781223 19781223
Anticipated CompletioDate Mandatory, Conditional 20030528 20041215 20041215
Enrollment Status Mandatory F H H
EnrollmentEffective Date Mandatory 19990523 20010425 20010425
StudentDesignator Optional Spaces 987654321 |987654321
School Code Mandatory, Do Not Change| 111111 111111 111111
School Branch Code Mandatory, Do Not Change| 00 00 00 or new
code from
move to field
Move to School Branch Code | Mandatory, Conditional 00 02 02
Student Addresgmultiple Optional Blank 123Happy 123 Happy
fields) Lane, Joyful, |Lane, Joyful,
ST, 54321 ST, 54321
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As Returned
Reporting Requirement | As Provided by NSLDS in
(Mandatory, by NSLDS in | As Returned the Next
Do Not Change Enrollment | by School in | Enrollment
Enhanced Fixed Width Conditional, Reporting Submittal Reporting
Field Name or Optional) RosterFile File RosterFile
Address Effective Date Mandatory Conditional Blank 201205015 |[201205015
Good Address Flag Optional Blank Y (for Yes) Y
Term Begin Date Optional 20120103 20120822 20120822
Term End Date Optional 20120510 20121214 20121214

Figure 2-2, Sample Enroliment Data Changes during the Enroliment Reporting Process

2.2  Processing Enrollment Rosters

This section explains the following in detail:

= =4 -4 -9

How to receive your Enrollment ReportiRgster file from NSLDS
How to build a completSubmittal Filefrom the Enrollment Reportingoster file

What to expect in the Acknowledgment/Error File you receive back from NSLDS
How to build an Error Correction [Eiin response to the Acknowledgment/Error File

This section also explains how the enrollment data are processed by NSLDS.

If your school uses an enrollment reporting servicer, you must make sure that the servicer has the

latest student enrollment inforniaa.

The accuracy of Title IV student loan records depends heavily on the accuracy of the data that
your school reports. NSLDS records must be accurately matched with your enrollment records.
You should review, update, or verify student enrollment statseé®ther information with
information that appears on the Enrollment Reporting roster file.

Remember, the Department considers the school the source of enrollment data, not the data

providers. Once you certify an enroliment record you become the authority of that enrollment

status. It is your responsibility to continue to provide certificatioenoollment on all students

on your rosterYou should correct any errors in reporting that were identified by NSLDg
student has existing enroliment in NSLDS and there is an error, the enrollment will not be
updatedand if there is no existing ssilment information, no new enrollment information will

be added

Your Enrollment ReportinfRo st er  wi | |

ti me), -tétode)(,hadlLfo-t { mes$ s
(withdrawn) 6 X6 (never
A student with

i ncl

ude
vpAédn (habkte
attended) , 0

60726

of
(no

aXd, e nWo Z ® @ é wibnothdr@nbdvedsfromtHe
Enrolliment Reporting Rostemtil two consecutive certifications of the same statesreceived

borrowe-s s

0
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221 Receiving the Enrollment Reporting Roster File

Based on the Enrollment Reporting Schedule set up by the sabthe school portfolio
preferencesNSLDS preparean Enroliment Reporting roster file for your school. This
Enrollment Reportig roster containa portfolio ofstudens identified as Title IV aid recipients
that may be new to your school, previously repoagdttending your school, recently
graduated, or withdrawn.

Enroliment ReportindRosters are received as follows:

1 Electronically to the schood Users log on to SAIG to receive the Enrollment Reporting
Roster file in an electronic mailbox.

1 Electronically to an Enrollment Reporting Servicerd Schools using a servicer will not
receive the Enrollment Reportifpster file. The Enrollrant ReportindRoster file is
sent directly to the servicer.

For data transmission details, see Se@idn

You can use the NSLDSFAP Web site to view your school's ¢
Enrollment Reporting roster.

On the Enrollment Update page, simply ciRetrievewithout
entering any display options. Your school's entire Enrollment

Reporting roster will then be displayed on the Enrollment
Maintenance page.

See Section 3.6.1 for details.

2.2.2 Preparing the Received Roster

This Enrollment Reportingoster contains students attending your school, recently graduated, or
withdrawn. You can compare a printed copy of the Enrollment Repdroster file contents

against your registration records, but to do this, you will have to convert the Enrollment
Repating Roster file into a printable formaiThe most efficient method for comparing records

is to use an automated matching process. Your information technology (IT) department or
enrollment reporting servicer has or can develop software to match theés;eaod then you

need to review manually only unmatched records.

It is imperative that the student identifiers in the added records match the student identifiers on
NSLDS. Students cannot be added to NSLDS umlesent aids on the database. If a data
provider has not reported a loan to NSLBXSCOD has not reported a gramtd the school tries

to add the record in a batch process, the student record will be rejectecSobiétal Fileor

Error Correction File.
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2.2.3 Matching Student Records

After receivingthe Enrolliment ReportinBoster file, you must match the Detail records in that

file to the student records in your registration system or other system that maintains current
enrollment informationDuring the matching process, you must be certain thahgoe a

legitimate match. One or more of the student identifiers provided by NSLDS may differ from the
information in your school records.

If you are sure your data are corrfzased on the reliable source of your data or documentation
on file) you mustcontact the data provider and work wittho make changes. If you cannot
resolve the discrepancy with the data provider, you may contact the NSLDS C8C0299
8219, Option 3. You will need to provide copies of certain legal documents to make changes.

Enrollment ReportindRoster files received by electronic transmission through SAIG can be
processed on a PChe Comma Separat&/alue (CSV) file type allows a school to easily

downloadthe data into a spreadsheet software todiatabase software tQar perhaps a system

of the school ds creation. You can then updat
using SAIG or upload using the NSLDSFARrolimentSpreadshee&ubmittal welpage.

Web You can use the NSLDSFAP Web site to uploz
ol © 2 dzN) A0K22t Qa O2 YLX St

Notes : :
See Section 3.11 for detalils.

224 Updating Student Information

For each matchingecord, you must either confirthat the current enrollment provided by

NSLDS in the enroliment roster is still valid, or update the enrollment status to the correct value
according to the ca$ in Appendix BWhen updatinghe enrollment status, tlearolment

status effective dafESED must also be updated to corresptmdny changef the status is

correct but the ESED is not, you may correct the ESED without a change of status. The ESED is
critical to maintain student loan records and repaymentstd® properly, and therefore, must

be reported accurately.

You can use the NSLDSFAP Web site to upda
your school's current roster.

Web

Notes _ :
See Section 3.6 for details.

1 Pseudo SSH Sometimes the Student SSN contains a ps&&M constructed by the
data provider in the absence of the real SSN. This may be found in older student loans,
which were made before Corgs required an official SSN on loan applications. Usually
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a pseud®@SN is indicated byBRi n t he Student 6s PSeodoi al Secur
Indicator field. If a match is found between other NSLDS student idents#iets

student enroliment recoahd thereal SSN is known, contact your data provider. Your

data provider will confirm that the NSLDS record and the school record are for the same
student. Conflicts in SSN identifiers can be reported to the NSLDS CSC by calling 1
800-999-8219.

1 Withdrawn or Gradu ated Student® Students who have graduated or withdrawn stay
on the Enrollment Reporting rostantil two consecutive certifications of the same status
are received.

2.2.5 Returning the Enrollment Reporting Roster File as the Submittal File

After all enrollment records are validated as correct or updated appropriatedyiméttal File
is returned to NSLDSia SAIG throughthe correctnessage clager the file type you are using.
See SectioR.1.2for message clamnames

Using the NSLDSFAP Web site eliminates the nee
return an Enroliment Roster.

All changes you make online are immediately appli

to the NSLDS database.
' See Section 3.6 for details.

2.2.6 Submittal File Processing

After receiving theSubmittal File NSLDS edits the file. Detail records that pass all edits are
accepted and processed through the remaining atepgpdates are applied to NSLDS

You have up to 10usinesslays to carect the errors. This may be done online or by returning

the file as the Error Correction File. Records that have been returned to the school in an
Acknowledgment/ Error File are not added to the NSLDS database unless the error is corrected
and the recordeturned to NSLDS.

Note: If you have not received an Acknowledgment/Error File within 48 hours of transmitting
your Submittal File you should contact the NSLDS CSC-800-9998219. NSLDS does not
send notification if the fulbubmittal Filefails. No rews is not good news. It is your
responsibility to be sure your file is received and processed.
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227 Error Notification and Correction

Detail records that fail with one or more edits are returned in the Acknowledgment/Error file
Each Detail record returned has error code(s) appended to the end of the record explaining the
rejection. Except for appended eromdes, the Acknowledgment/Error File hdkie same

format as the Enrollment ReportiRpster file,butit only contairs those records that have an
error.Error Codes, Error Messages and their apgibm can be found in Appendix &fter

NSLDS receives and processes the file, you will receive one of the following:

1 An Acknowledgment/Error File that contains no efatail record® It is an

acknowledgment that the Detail records in $ubmittal Filecontained no errors and
were added to the database.

1 An Acknowledgment/Error File with error recoddt will contain the Detail records that
could not be processed and the appliearror codes.

Note: The Trailer record of the Acknowledgment/Error File contains the total number of

Detail records receivedhe total number of accepted recordad the total number of
rejected records.

This file serves as the acknowledgment that NSlhas received and processedShbmittal
File. You should retain a copy of the Acknowledgment/Error File for audit purposes.

If you received an Acknowledgment/Error File containing Detail records with errors, you must
correct the errors and return thie fas the Error Correction File within 10 days. You should

build and return the Error Correction File the same way you built and returned the submittal file.
Refer to theappropriate-ile record layout specifications in Appendix A for formatting

differences. The error codese providedt the end of each Detail record.

You can use the NSLDSFAP Web site to correct the records oi
student errors contained in the Acknowledgment/Error file. Sor
by certification date to retrieve those records that were not
updated.

If you correct errors using the Web, you do not need to return t
Error Correction File through SAIG.

See Section 3.6.7 for details.

If you have not received an Acknowledgment/Error File within 48 hours of transmitting a
submittal or correction file, you should call the NSLDS CSC-&00999-8219.
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2.3 Ad Hoc Reporting

Because Enrollment changes must be reported within 30 @ays anEnrollmentReporting
Roster if it is to be received by NSLD@thin 60 days of the enrollment changigere is a
chance that not all scheduled rosters will fulfill this requirement. Yaoufalfill this requirement
by Ad Hoc reportingAd Hoc reporting may be done by requesting a file from NSLDS or by
creating your owrSubmittal File

1 You canrequest a previously unscheduled roster file by requesting an ARébkier
usingthe Enrollment RportingProfile pageon the NSLDEAP Web site under the
ENROLL tab.Thead hoc file is created the next processingaay will be sent via
SAIG. It may be updated and returned &udbmittal Filethrough the SAIG(See Section
3.8.5for detailg

1 You can also submit amschedule@®ubmittal File(Ad Hoc) containing detail for
enrollment status changes (created on a PC or mainfraimejile is created using the
file layouttype of your choicdéor aSubmittal Fileas in Appendix A.

You can also fulfill the requirement of notifying NSLDS of the enrollment change by going
online and updating the individusudents who have had a change.

Use the NSLDSFAP Web site to create or upd
your school's Enrollment Reporting Schedule.

See Section 3.8.4 for details.
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Chapter 3. Enrollment Reporting Online: The NSLDSFAP Web Site

This chapter tells how to access and use the Enrollment Reporting pages available to school
useas on theNSLDSFAPWebsite atwww.nsldsfaped.gov

3.1  Your Web Browser

To use theNSLDSFAPWebsite, you need Microsoft Internet Explorer (versto or higher)
If you do not havénternetExplorer, you candownloadfrom www.microsoft.com/ie/

For security, you must be capable of encrypting transmissions between your computer and
NSLDS. To do thisthe browser uses a form of encryption caedire socket layefSSL)with
128bit encryption.

3.2 Enrollment Reporting Online: How the NSLDSFAP Web Site Can Help You

The Enroll(Enrollment)Tab on NSLDSFAP is the access to the following enroliment related
pages:

1 Enrollment Summaryd Ent er a s fifiarsd SSN, tfir§t mamie dnd date
of birth (DOB)to view. This page displays an overviewtbes t u d mastt 6 s
recentenrollment status a&ach school where enrollmdmsbeen repogdfor
that student.On this page you can also link Emrollment Detail, Enroliment
Timeline, andEnrollment Maintenance. See Sectio.5for details.

1 Enroliment Addd Add students to your Enroliment Reporting roster. Once a
student has been added, you can immediately certify the enroliment status and
anticipated completion date for that stud&de SectioB.7 for details.

1 Enroliment Updated Select a student @range of students, amd-certify
current data omake changes to the enrollment information. You can choose
which gudents to retrieve and how they are to be sdrtegname, SSN, school
designated identifier, or enrollment status. The default setting displays all
students associated with your sch@lat a time/per pag&ee Sectiol.6for
details.

1 Enroliment Reporting Profiled Manage preferences for reporting files,
administration authority, andexw or modify your current enrollment schedule,
create a new schedule, or requasad hoc Enrollment Reportirfgoster fileto
be sent to your schookrom this page you can also access the Web report,
Certifications by Quarter. If your school participates in the Perkins Loan
program and would like to receive enroliment notification files, that request is
also male from this pge. See Sectiod.8for details.

The Org(Organization)Tabon NSLDSFAP is another important Web page to keep updated
regarding Enrollment Reporting. On t®eganization Contact List be sure to keep the Primary
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Contact and the Eallment Reporting Contact up to dafde Late Enrollment Reporting
Notification email, if necessarywill be sent to thee @ntact as well as the President or CEO of
the organizationit is important to keep contacts updated ammdaal contact roles auent.

£ }9 START HERI

22% GO FURTHER National Student Loan Data System (NSLDS)
&7 FEDERAL STUDENT AID
N5Eﬂ§ Menu | Aid | Enroll =l

Org Contact List| Org Search | Data Provider Schedule | Repayment Information | Cohort Default Rate | School Profile | GE Debt Measures |
GE Loan Medians

Type: I“‘ Select — &l Code: I Name: | Retrieve |

FSAID: NSL.SCTST5.FSA logged on as: SCTST5 ONLINE SCHOOL ID TESTING from FSA NSLDS COLLEGE / TG54560/ SCTSTS

Name: FSA NSLDS COLLEGE
Code: 00301000 Type: School
Status: OPEN
Address: 900 DAYTON STREET
YELLOW SPRINGS, OH 453871608

Organization Contact List

Add New Contact |

Function First Name / Last Name Phone | Ext. Email
Il | PRIMARY CONTACT Rony (045) 001-0899)
Bl | ENROLLMENT REPORTING o CKING (045) 001-9899
Bl | FAT/SARISIR ISSUES o (045) 001-0888%8

np

PRIVACY ACT OF 1974 (AS AMENDED

FOIA | Privacy | Security | Notices WhiteHouse.gov | USA.gov | ED.gov

Figure 3-1, NSLDSFAP Organization Selection

Help!d Each Enroliment Reporting page has its own printable Help page,
which can be viewed by clicking the question mark idandownload all or
part ofthe Help pages, click Download Help on the Menu page.

3.3  Using NSLDSFAP Online

If you initiate your session witNSLDSFAP, log on at the
https://www.nsldsfap.ed.gov/nslds_FAP/defaultasidres, the Click to Continue page
displays. Click the buttoto connect to the FSA Login page and eytar personally assigned
FSAUser ID andpersonapasswordOnce your identit is authenticated, you will be taken to
the Organization selection page asatsx with your FSA User 10f your ID is for multiple
schools, select the location for which you want access for this session.
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START HERE

GO FURTHER National Student Loan Data System (NSLDS)
# FEDERAL STUDENT AID
Sign-Up Information _ System Requirements _ News & Events FAQ _ Download Help _ ContactUs _ Help

NSLDS seoressions accss
Jata S |

National Student Loan D

vsie
Yol

Select the organization to access the
NSLDS Professional Access Web Site

Important Note To be campliant with the NSLDS rues of
bahawor and secunty accass nies you must select an
organizasan when conducting shadent kokups and updates
for pach assocated Crganzahon Code

FSA UID: NSL.SCTST2.FSA Logged on as ONLINE
SCHOOL USER from:
D0301000 - FSA NSLDS COLLEGE

FOu | Pracy Securty | Nosces Vihserouse gov USA gov ED gov

Figure 3-2, NSLDSProfessional Access Web site after Log on

After correctly entering the image ¢ime UserAccess Verificatiorpage you will reach the main
MenuPage.

GO FURT Hi R National Student Loan Data System (NSLDS)
FEDERAL STUDENT AID

Aid | Enroll

Menu | System Reguirements | Contact Us | FAQ | Download Help
FSAID: NSL SCTST2FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE | TG54560/ SCTST2

v
Financlal ) Transfer
Messages Aid - Enrolimont Monttaring

QIQTEITE Leselt by J_ wreeged 230 Hztoey Cm et Symmarne Iang 1 vllml g st
Geants £niph) "Hr‘"( i) Ylgn”-ul(nl maoks-
ot BuToNTs Enrimant Repsang Profe Poruste
Ll Soumung tann Sl Counia g Susoial ot Tomilel Fyaki
Snoart fras btyc Enmément Nottcatian Quemize Uizt
AAeas Mt o
SN Coold GEBspaoiig Lat
Oaly 11 Degitning of Q&Ch message is displayed QE Syperep
above, Chck on the mesrage tact ahove 5 seo the SE Mags JedaaQeackhas

compiets message bekow

S5 Frsthame
ooe

Ertor detals and chok 0n & Firascel Ne Sk of | eroliment Ssimmory abow,
DOE shoute be n MMDOCCYY format.

01/27/2012 Logof function changed

Lo*u'r\.u.nm amaai mlh the move of NSLDS bedind AIMS. To ensure that you have peoperny signed ot NSLDS you mest close the web browsar, Usars may use Tis link
Q 15 10 fully logoff NSLDS without closing the browses

PRIVACY ACT OF 1974 (AS AMENDED)

Figure 3-3, NSLDSFARMenu
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Note: For security reasons, NSLDSFAP will time out after 3(
minutes of inactivity. This means enrollment data that have
been submitted within 30 minutes WILL BE LOST when
NSLDSFAP automatically logs you off. A warningupdputton

appears 5 minutes before the page times out. Clicking on th
button resets the clock for another 30 minutes if clicked befd
the time listed in the popup message.

3.4  Navigating NSLDSFAP

The Navigation Bar is directly below the Navigatiorb$aand includes links to the other pages
within the section. Your name and ymghoob s name appear bel ow
icons and symbols to help you. Below is a list of what you might see.

Legend of Icons and Symbols

Icon/Symbol

Description

Contact icon links you to the NSLDS contact information page for help
phone or email.

Help icon links you to the specific Help page.

Exit icontakes you back to tHegged on page and does not close the
browser.The Logoff function changed with the move of NSLDS behind
AIMS. To ensure that you have properly signed off NSLDS you must ¢
the web browser. Users may use the liIdKGOFF FROM NSLDS AND
AIMS on the man menu to fully logoff NSLDS without closing the
browser.

Colored tab with white texdnd links below the tab in the same color
indicates that you are in the active subject area.

Blue tab withwhite texttakes you to the main memudicates thabther
subject areas are available to you by clicking that tab.

Help

Popup text appears near the mou
(This is an example of that text.)
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Icon/Symbol

Description

LINK

Underlined blue text links you to additional information.

Left arrow icon returns you to a specified page. For exanﬂ“eReturn to
Menu.

Right arrow icon links you to the next page in a series of pages. For

example!I Go to Report Log.

A Previous group arrow icon links you to the previous list of itemghier
= page.
\ 4 Next group arrow icon links you to the next list of items for this page.
7 Alert symbol warns you of critical information that is not in error. For
- example: The borrower has defaulted loans.
Information symbol notifies you that additiorfatts are available. For
example: The borrower has received Pell Grants.
Error symbol alerts you of an error. If the error is an entry error, the prg
for the box is displayed in bolED.
Capitalized Interest symbol notifies you that ithentified Outstanding
0 Principal Balance contains Capitalized Interest.
j Lock icon indicates the loan is locked and cannot be updated.
H History icon links you to the Borrower Name History page or Borrower
SSN History page if history exists in tatabase.
1 | Active Bullet Number icon allows you to update, delete, or see more d¢

Blue is the active selection color.

Inactive Bullet Number indicates that no additional information is availé
regarding this item.

Plus symbol provides you medetailed information. It is activated when
the mouse pointer is on the symbol.

Report Log Page icon links you to the Report Log.
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Icon/Symbol Description

E-mail icon links you to enail.

Glossary icon links you to the Glossary page.

Print icon allows you to print the Help page.

[ ] |Close icon allows you to close the Help page.

3.5 Viewing Enrollment Data for a Student

Three enroliment pages alldOMSLDSFAPusers to view the enroliment records that NSLDS has
for a student. The display options are:

1. Enrollment Summa& Pr ovi des an overview of a studen
school where enrollment has been reported for that student.

2. Enrollment Deild Gi ves the full details of a stude
school attendeds reported to NSLDS

3. Enrollment Timelind Di spl ays a chronol ogy of a stude
all ows users to check a mtimetheeetviatsstatast at us
was in effect for that period

The following sections explain how to use these three options.

3.5.1 Enrollment Summary: Selecting a Student to View
To view a studentoés enr ol | mentNSUDEFABdaabase. f i r st
1. On theNSLDSFAPMenu page, look for the Enroliment tab and ckakrollment
Summary. The Enrollment SummadyNo Student Selectguhge appears-{gure3-4,
Enroliment Summary, no student selegted

OR

You can also reach the Enrollment Summary page at any time by clickibgtbie tab.
This will cause the Enrolilment Summary page to appeatr.
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B START HERE

€99 GO FURTHER National Student Loan Data System (NSLDS)
7 FEDERAL STUDENT AID

GE LIst | GE Reporting List | GE Submittal | GE Mass UpdatoDeactivate
SSN: First Name: DOB: ancoccyy | Retieve |
FSAID: NSL.SCTST2 FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE [ TG64560 | SCTST2

No student currently selected.

E 3 PRIVACY ACT OF 1974 (A5 AMENDED)

FOIA | Privacy | Security | Natices WhteHouse.gov | USAgov | EDgov

Figure 3-4, Enrollment Summary, no student selected

2. Type in the studentds identifying informat
page:

I SSN
M First Name
1 DOB

3. Click Retrieve. The Enrollment Summanagefor the sudentredisplays withlthe latest
enrollment information provided to NSLDS by schools and loan holders for the student
you selectedFigure3-5, Enrollment Summary, student displayed

| f the student has attended more than one
information is displayed on a separate line. If the student has attended or is attending a
school that hasot certified enrollment, the school will be displayed with the enroliment
information provided by the GA dederal loan servicers
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START HERI
GO FURTHER
FEDERAL STUDENT AID

| Enroliment Summary | Enroliment Add |

'g».« g

SSN:

Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List |
GE List | GE Reporting List | GE Submittal | GE Mass Update/Deactivate

FSAID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

National Student Loan Data System (NSLDS)

Menu [ Aid | Enroll

First Name: DOB: (MMDDCCYY)

MICHAEL AELLIOTT

**..9999 DOB: 03/12/1964

Enrollment Summary

[ Enrollment Detail H

Enrollment Timeline ][

Enrollment Maintenance ][ Enrollment Push to Roster

School Name

FSA NSLDS COLLEGE

O

FOIA | Privacy | Security | Notices

Bl FSA NSLDS COLLEGE - NEW YORK

OPEID Most Recent  Eff. Date ACD Cert. Date = Cert. Method

| Status
00301000 | Withdrawn | 05/20/2012 N/A | 06/15/2012 | NSLDS Web
Full Time 05/20/2012 | 07/01/2014 | 07/12/2012 | NSLDS Web

00301002

PRIVACY ACT OF 1974 (AS AMENDED)

WhiteHouse.gov | USA.gov | ED.gov

Figure 3-5, Enrollment Summary, student displayed
The page also displayhe following buttons:

1 Enroliment Detaild Displays the Enroliment Detail page, where you zaw the
full details of a studentds enroll
Detall is explained in Sectidh5.2

Enrollment Timelined Displays the Enrollment Timeline page, which shows a
chronology of a studentds enrol |l ment
at a particular point in time. Enrollment Timeline is explained in Se&i513

Enrollment Maintenanced This button is visible ONLY to school users who have
signed up for Enrollment Update capabilities. It takes you to the Enroliment
Mai ntenance page, where you can make
information as descréd in Sectior8.6.4

Enrollment Push to RosteB This buttonis visible ONLY to data providers who
receive Enrollment Notificatiofiles. A school with a Perkins Loan portfolio can
request receiving these weefilgs of certified enrollment data received from
schools If your school is a Perkaprovider and signed up to receive notification
files, the button will be visible to the school. The butdiowsa data provideto

i p u théstudentretrievedto a € h o ooktér the next time it is generated.
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3.5.1.1 Enrollment Summary: A Closer Look

Enroll ment Summary provides a quick overview
where enrollment has been reported for that student. Whenever possible, thadgrol

Summary page displays enrollment information reported by schools. It only displays information
reported by GAs or thizderal loan servicemghen they have reported on a particular student but

the school has not.

The Enrollment Summary page contaiine following information:

1 School Namé& The name of the school at which enrollment was reported for the student.
Click the school name to |ink to the schoo
student s enroll ment waslwarorgiconagpearstefierd by t
the school 6s name.

1 OPEIDd The &digit OPEID number of the school that reported enrollment.

1 Most Recent Statu® The status most recently reported for the student at that school.
Users wanting to vi e vestatdsatoriewrimore $chosld shoulg o f
navigate to the Enroliment Detail page.

1 Eff. Dated The Effective Date is the date when the most recently reported status took
effect. The following special rules apply:

- NSLDS sets the Effective Date equal to the Gedifon Date for Enrollment Status
6X6 (Never Attended) or 6Z6 (No Record Fo
- NSLDS sets the Effective Date equal to 12/31/9999 when it is not reported by the
school for records witilceased) Enr ol | ment St a

1 ACDO The Anticipated Completion Date is the date when the student completed, or is
expected to complete, his or her studies. The following special rules apply:

-

- Anticipated Completion Date iIis not requi
Attended)6 Z6 ( No Reco(rWi tFlodimalyn) 60Wobnd o6L6 (Le
Time).Provi ding an ACD with the steshanaesl 0L O
fixed-width, CSV, and XML record layouts.

- NSLDS sets the Anticipated Completion Date to 12/31/999&foollment Status
0 D(Deceased).

- NSLDS sets the Anticipated Completion Date equal to the Effective Date for
Enrol |l ment Status 0G6 (Graduated).

R
!

M1 Cert. Dated The Certification Date is the date a school certified the enrollment
information.

1 Cert. Methodd TheCertification Method shows the method the school used to certify
the enrollment information. The following methods are used:
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- School Batch The school certified the enrollment information through the batch
Enrollment Reporting process. This includes filebmitted by a Servicer on behalf
of a school.
- NSLDS Web The school certified the enrollment information using the Enroliment
Maintenance pageThis page is reached from the Enrollment Summary, Enroliment
Update, and the Enrollment Submittal pages.
- ED Autlorizedd NSLDS certified enrollment information when students are affected
by a school ds c¢closure, merger, or | oss of
- N/Ad The enrollment information has not been certified by the school.

Sources other than schools do not certify enroliment datdf. an Enrollment Summary record

is based on neachool data, the Cert. Date and Cert. Method boxes for that record will display

ON/ A6 (Not OAppyl schlwloé¢) certi fied records are c
Department. This means, it is the sohdata that drives theervicing activities for a student

borrower.

3.5.2 Enrollment Detail: Getting the Full Picture

The Enrollment Detail page allows schools and loan holders to view the full record of student
enrollment reported to NSLDS. There are two waygiew Enroliment Detail on the Enrollment
Summary page:

1. If the student has one or more schools listed, clicbhlhe number next to school whose
records you wish to s€€igure3-5, Enrollment Summary, student displayear

2. To view all schools listed, clicknrollment Detail.

The Enrollmen Detail page appearEigure3-6, Enrollment Detail, all schools listedrhe detail
information you selected is shown in the table at the bottom of the page.
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HERE
RTHER National Student Loan Data System (NSLDS)
L STUDENT AID

Menu | Aid |Enroll{ Org PHERDHY Tran
Enroliment Summary | Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List |
GE List | GE Reporting List | GE Submittal | GE Mass Update/Deactivate

SSN: First Name: DOB: (MMDDCCYY)
FSAID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560/ SCTST2

‘” MICHAEL A ELLIOTT
Return To Enroliment anx s .
Summary -7-9999 DOB: 03/12/1964

Enroliment Detail

Advanced Display Options

Enroliment At:  All Schools %
Show Records: Active Only, Changes Only, Latest Certified tj
Reported By: Schools ad

Sort Schools By: OPEID v
Sort Records By: Reported By, Certification Date l:}
Begin Effective Date:
End Effective Date:

[ FSA NSLDS COLLEGE 00301000
|Reported Reported  Status = Eff. Date Active 71\6077‘75&( Date ‘C?rf Method Date  Term | Term
By BylD | ] Il I Received  Begin End
School | 00301000 | Withdrawn | 05/20/2012 | Yes NA ;06/15/2012‘ e ‘06/15/2012‘05/20/2012 08/15/2012
School | 00301000 | FulTime | 01/02/2010 | Yes |07/01/2014 | 040212012 Neee> |06132012|  NA NA
1 | | | |
| FSANSLDS COLLEGE - NEW YORK 00301002
Reported | Reported = Status | Eff. Date |Active ACD  Cert. Date Cert. Method Date | Term | Term
By ByiD i | | ‘ Received = Begin End
School | 00301002 | Ful Time | 05/20/2012 | Yes | 07/01/2014 | 07/12/2012 | NSLDS Web | 07/12/2012 | 05/20/2012 | 08/15/2012

PRIVACY ACT OF 1974 (AS AMENDED)

FOIA | Privacy | Security | Notices WhiteHouse.gov | USA.gov | ED.gov
Figure 3-6, Enrollment Detail, all schools listed

To return to the Enrollment Summary page, clicklihee arrow at the upper left corner of the
Enroliment Detail page.
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3521

Using Advanced Display Options for Enrollment Detail

AdvancedDisplay Options, located in the center of the Enrollment Detail page, allow you to

limit or expand the number of enrollment records displayed on the page. This is useful when a
student has many enrollment detail records and you need to see, for exatgpksads from a
specific school or within a certain date range. You can also choose how the enrollment data are
sorted. For example, you can sort by Effective DattigR OPEID, or Anticipated Completion

Date, depending on your needs.

To use this feate:

1.

Select the options you wish to use by clicking on the corresponding lists and clicking the
desired value. You can also type in Begin Effective Dateand/orEnd Effective Date

Click Apply. The Enroliment Detail page will appear again, showinky the records
you specified usingdvanced Display Options

The followingAdvanced Display Optionsare available:

T

Enrolliment Atd Allows you to select enroliment information about all the schools the
student has attended or about an individual schodtifahby name and-8igit OPEID.

Show Record® Allows you to select which records to view:

All Active and Inactivé Allows you to view a complete record of the enroliment
information that was reported to NSLDS and when it was reported. If you select this
option, you should distinguish between active records (which contain current

i nformation about a studentds enroll ment
enrollment information previously reported to NSLDS and that is no longer current).
Actve nlydActi ve records collectively constit
a studentodés enroll ment history. (I nacti ve
was reported to NSLDS at some time in the past but was corrected at a later date.)
Showingallacti ve records allows you to view a

enrollment history in the NSLDS database.

Active Only, Changes Only, Earliest Certiffedllows you to view only active
records that contain a change in Enrollment Status, Effective DaAetioipated
Completion Date from the previous record reported to NSLDS. If you select this
option, records containing such changes are displayed together with the first
Certification Date on which they took effect.

Active Only, Changes Only, Latest Céetif(Default Setting) Allows you to view
only active records that contain a change in Enrollment Status, Effective Date, or
Anticipated Completion Date from the previous record reported to NSLDS. If you
select this option, records containing such changediaplayed together with the last
Certification Date on which they were in effect.
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Reported Byd Allows you to display only the enroliment information reported by
specific types of organizations.

- Alld Allows you to view information reported by both schoatsl norschool
organizations.

- SchoolgDefault Setting) Allows you to view only information reported by schools.

- Non-School$ Allows you to view only information reported by GAs ddleral loan
services.

Sort Schools By Allows you to select the order inhich the schools the student
attended are displayed on the page.

- OPEID (Default Settingd Presents the schools in numerical order by theligg
OPEID number.

- Nameé Presents the schools in alphabetical order by the school name.

- Merge Schoo& Combines enrdinent information from all the schools the student
attended in a single table.

Sort RecordsBY Al | ows you to select the order
enrollment at a given school are displayed.

- Reported By, Certification Dai@®efault Setting) Performs a primary sort on
Reported By and a secondary sort on Certification Date.

- Reported By, Effective Datd?erforms a primary sort on Reported By and a
secondary sort on Effective Date.

- Reported By, Anticipated Completion D&teerforms a primary sorinoReported By
and a secondary sort on Anticipated Completion Date.

- Date Receivall Performsa single sort on the date when NSLDS received the
information. This sort is the only sort that mixes records reported by schools with

records reported by GAs and other organizations. It can help you determine the order

in which enrollment information wagported to NSLDS, regardless of effective date.

Begin Effective Daté® Allows you to display only records with an Effective Date later
than or equal to the date you enter.

End Effective Dated Allows you to display only records with an Effective Date earlier
than or equal to the date you enter.
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3.5.2.2 Enrollment Detail: A Closer Look

The Enrollment Detail table (located at the bottom of the Enroliment Detail page) displays the
following information for each enrollment record that matchetiheanced Display Options
you selected:

T

School Name and OPEIB The name and OPEID of the school where enrollment has
been reported for a student. This information normally displays on a separate row that
divides the records for enrollment at one school from the records for enrbdinen
another school. When you select Merge Schools as the option for Sort Schools By,

s ¢ h o edigisGPEIBs display in a single column at the left side of the Enrollment
Detail table.

Reported Byd Identifies the type of organization that reported the lenemt
information.

Reported By IDd Contains the organizational code, such as the OPEID or GA number,
for the organization that reported the enroliment information.

Statud The studentds enroll ment status.

- Il ncludes stude
thanhalft i me) , O6A®b
(deceased), 00X

nts wi(fuht ieme )o, itdnddet) (,sasldaftou § é
(l eave of absenoé®d®p, 06G6 (g
6 (never attended), or 0626

Eff. Dated The Effective Date, which is the date when the reported statngehaok
effect. The following special rules apply:

- NSLDS sets the Effective Date equal to the Certification Date for Enrollment Status
0X6 (Never ANaReaord Eodnd) when it ié bbreported by the school.
- NSLDS sets the Effective Date eqt@l12/31/9999 when it is not reported by the
school for records with Enroll ment Status

Actived An identifier that indicates whether a record reflects a valid enrollment status in
the NSLDS database.

- Ye® Indicates that the record is active.

- Nod Indicates that the record is no longer active. This means the record contains
enrollment information that was reported to NSLDS at some point in the past but was
subsequently corrected by a later submisditan.examplea student was reported
with a ful-time status beginning Segphber30, but the school subsequently reported
that the fulltime status was effective July 30. The ®epber30 record will be coded
with NG .

ACDd The Anticipated Completion Date, which is the date when the student completed,
or is expected to complete, his or her studies. The following special rules apply:
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- Anticipated Compl etion Date is not wvalid
6Z6 (No ReanddrWbd F(oWwintdhdr awn) .

- NSLDS sets the Anticipated Completion Daiel2/31/9999 for Enroliment Status
0D6 (Deceased).

- NSLDS sets the Anticipated Completion Date equal to the Effective Date for
Enroll ment Status 0G6 (Graduated).

Cert. Dated The Certification Date is the date as of which the school certified the
enrollmentinformation to be accurate.

Cert. Methodd NSLDSFAPwill display the Certification Method used by the school to
certify the enrollment information as one of the following methods:

- School Batch The school certified the enrollment information through the batch
Enroliment Reporting process.

- NSLDS Web The school certified the enrollment information using the Enroliment
Maintenance page.

- ED Authorized NSLDS certified enroliment information when students are affected
by a schools closure, merger, or loss of ellgpiThis process was first run on
06/202007 ,for all schools in NSLDS with open enrollment at closed, merged
ineligible schools.

- Clearinghouse ContractCertified enrollment information from schools that use the
Clearinghouse as their enrollment servideer contract with FSA, the National
Student Clearinghouse provides the school certification in response to an ED held
loans student borrower ligt addtion totheresponsé¢hat will be provided to a
scheduled school roster.

- N/AAd The enrollment information has not been certified by the school.

Date Receive® Indicates the day when NSLDS processed the enrollment information.
In cases where different organimas were reporting different information about the
same student, or where you suspect that an organization may not have reported
information in a timely manner, you can use Date Received to determine when
information was reported to NSLDS and in whatesrd

Note: In December 2001, NSLDS converted all existing records to new enroliment tables
to begin retaining history. Enrollment records existing on NSLDS during the conversion
display a Date Received of 12/26/2001, 12/27/2001, or 12/28/2001. Recordsa#dded

the conversion have actual Dates Received.

Term Begind The Term Begin Datéhat was reported with that particular
enrollment record.

Term Endd The TermEnd Datethat was reported with that particular enroliment
record.
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Sources other than schools doot certify enrollment information. If an Enrollment Detalil
record is based on neathool data, the Cert. Date and Cert. Method boxes for that record will
di splay 6N/ A6 (Not Applicabl e).

3.5.3 Enrollment Timeline: The Whole Story

The Enrollment Timelinepageéi spl ays the studentdés enroll ment
format i s usef ul when you need an déaudit trai
reported the studentds enroll ment over ti me.

The Enrollment Timeline consists of a series of boxes) dmplaying a date range at the top

and a table of enrollment data at the bottbl SLDSFAPadds a new box to the top of the

ti meline each time the studentods enroll ment s
Date of the most recent change. Tate range at the top of each box runs from the day after the
previous change to the day of the latest change. The rows in the table show the latest enrollment
records from every school and data provider that has reported enroliment data for the student.
Thus, each box provides a 6ésnapshotd view of t
previous status change.

To view the studentods enroll ment ti meline, st

1. Click Enroliment Timeline. The EnrolimenfTimeline paye appearsHigure3-7,
Enrollment Timeline, school reporting oply
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STAR']

Enroliment Summa

A GO FURTHER
FEDERAL STUDENT AID

IERI
THI National Student Loan Data System (NSLDS)

Menu | Aid | Enroll

| Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List |
GE List | GE Reporting List | GE Submittal | GE Mass Update/Deactivate

SSN: First Name: DOB: (MMDDCCYY)

FSAID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

q
Return To Enroliment
Summary

MICHAEL AELLIOTT
**r*.9999

DOB: 03/12/1964

Enroliment Timeline

Advanced Display Options

Reported By: Schools

Date:
Apply
[Statuses in Effect 05/20/2012 - Present ]
School Reported Reported Status Eff. Date Last ACD
OPEID By ByID ‘
00301002 School 00301002 Full Time 05202012 | 07/01/2014
00301000 School 00301000 Withdrawn 05/20/2012 NIA
[Statuses in Effect 01/02/2010 - 05/19/2012 ]
~ School Reported ‘ Reported Status Eff. Date LastACD
OPEID By ~ BybD
00301000 School | 00301000 Full Time 01/02/2010 07/01/2014
| @ PRIVACY ACT OF 1974 (AS AMENDED) |

FOIA | Privacy | Security | Notices

WhiteHouse.gov | USA.gov | ED.gov

Figure 3-7, Enrollment Timeline, school reporting only
Click theblue arrow at the upper left corner to return to the Enrollment Summary page.

3.5.3.1 Using Advanced Display Options

As on the Enrollment Detail page, you can sefabtanced Disphy Optionsto show specific
types of records in the timeline. You can also specify a particular datéSdadSFAPwill
display the enroliment record for that student at that time.
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The followingAdvanced Display Optionsare available:

1 Reported Byd Allows youto display only enroliment information reported by a specific
type of organization.

- Alld Allows you to view information reported by both schools and-samool
organizations, such as GAs dedleral loan servicers

- Schools (Default Setting)Allows you to view only information reported by schools.

- Non-School$ Allows you to view only information reported by organizations other
than schools, including GAs amederal loan servicers

1 Dated Causes the date range containing the date you type to apfeata of the
timeline. You will still be able to scroll up or down to earlier or later time periods.
Remember: The date range refers to the Effective Date of the current and previous
enrollment status changes.

To useAdvanced Display Options
1. In theReported Bylist, click a selection.
2. Type a date in thBate box.

3. Click Apply.

3.5.3.2 Enrollment Timeline: A Closer Look

The Enrollment Timeline table displays the following information in descending chronological
order, from the present to the earliesteiperiod for which any enrollment was reported. All the
enrollment information displayed on the timeline is ordered according to Effective Date. Data for
each time period is displayed in an individual box. A new box is created only when an
organization reprts new enrollment information.

i Statuses in Effead The time period in which the enrollment statuses were in effect. This
information appears in each box above the rows containing enroliment records.

1 School OPEIDS The 8digit OPEID number of the school farhich enroliment was
reported.

1 Reported Byd Identifies the type of organization that reported the enrollment
information.

1 Reported By IDd Contains the organizational code, such as OPEID or GA number, for
the organization that reported the enrollment inforomat

f Statud The studentds enrol |l ment status.
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1 Eff. Dated The Effective Date is the date when the most recently reported status took
effect. The following special rules apply

- NSLDS sets the Effective Date equal to Ce
(No Record Found).

- NSLDS sets the Effective Date equal to 12/31/9999 when it is not reported by the
school for records with an Enroll ment St a

1 Last ACDd The Anticipated Completion Date most recently reported to NSLDS for that
status. Tie Anticipated Completion Date is the date when the student completed, or was
expected to complete, his or her studies. The following special rules apply when there is
no reported date by school:

- NSLDS sets the Anticipated Completion Date to 01/01/000Efooliment Status
0 Z(Mo Record Foundgndé W6  ( Wi tinitheé bagchvfite)and displays blank
online

- NSLDS sets the Anticipated Completion Date to 12/31/9999 for Enrollment Status
060D6 (Deceased).

- NSLDS sets Anticipated Completion Date equal to thedfe Date for Enroliment
St at UGraddated).

3.6 Updating Student Enroliment Data
The Enroll ment Update pages allow you to chan
Title 1V aid recipients. If you are using the batch Enrollment Reporting prégsessChapte?),
you can use these pages to display your schoo
shown in the Acknowledgment/Error file. Updating student enrollment data involves three
activities:

1. Retrieving the student records you wamtipdate using the Enroliment Update page

2. Changing and certifying the enrollment data in those records using the Maintenance
page

3. Confirming the new enrollment data using the Enrollment Maintenance Confirm page

This section explains how to perfothese activities.

3.6.1 Getting Started: The Enrollment Update Page

1. OntheNSLDSFAPMenu page, look for the Enrollmetatb and clickEnroliment
Update. The Enrollment Update page appe#igure3-8, Enrollment Update

OR
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You can also reach the Enrollment Update page at any time by clickiggtok tab.
This will cause the Enroliment Summary page to appear. Then look for the tealrone
at the top of the page and cliEkrollment Update.

7 START HERE
% GO FURTHER National Student Loan Data System (NSLDS)
FEDERAL STUDENT AID

Menu | Aid | Enroll e % |

Enroliment Summary | Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List |
GE List | GE Reporting List | GE Submittal | GE Mass Update/Deactivate
FSAID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

Name: FSANSLDS COLLEGE
Code: 00301000 Type: School

e Clicking Retrieve will return entire Portfolio in SSN order. All Search values are optional.
Enroliment Update

Primary Search Options

| Retrieve/Sortby: SSN (Default) v Begin Value: || Exact Match Only

Advanced Search Options

Last Name Begin: End:
SSN Begin: End:
Student Designator Begin: End:
Certification Date Begin: (MMDDCCYY) End: (MMDDCCYY)
Anticipated Completion Date Begin: (MMDDCCYY) End: (MMDDCCYY)
Term Begin Date Begin: (MMDDCCYY) End: (MMDDCCYY)
Term End Date Begin: (MMDDCCYY) End: (MMDDCCYY)
Location:
Enrollment Codes (Check all that apply)
[v] A -Approved Leave of Absence [v] D -Deceased vl F -Full Time
[v] G -Graduated v| H -HalfTime or More, But Less Than Full Time [v] L -LessThan Half Time
[v] W -withdrawn [v| X -NeverAttended [¥| Z -NoRecord Found

PRIVACY ACT OF 1974 (AS AMENDED)

FOIA | Privacy | Security | Notices WhiteHouse.gov | USA.gov | ED.gov

Figure 3-8, Enrollment Update

3.6.2 Retrieving Al Your School 6s Enrol |l ment

The quickest way to retrieve enrollment records to update is stmgligplay them all. This is

the equivalent of viewing an Enrollment Reporting roster file in the batch prétetsgving the
roster online provides the most current information NSLDS has and may not match a previously
generated roster file. If loans teloaded with students at your school since the roster file was
generated they will appear online, although they may not have been in your roster file.
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If you click Retrieve without entering any search criteria, Enroliment Update will retrieve all
enrollment records for your school.

1. On the Enrollment Update page, cliRktrieve. The Enrollment Maintenance page will
appeat(Figure3-9, Enrollment Mainteanc& Example of schootoste), showing ALL
enrollment records for your school, 30 at a time. If your Enrollment Reporting roster
contains more than 30 records, you can use the blue arrows to scroll throtegotis.

2. Follow the instructions in Sectidh6.4to update and certify your records.

B  START HERE -
@}V@f@’a GO FURTHER National Student Loan Data System (NSLDS)
&7/ FEDERAL STUDENT AID

Menu | Aid' | Enroll

| Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit COunselm Submittal | Enroliment Notification Override List | GE List |
GE Reporting List | GE Submittal | GE Mass Update/Deactivate
FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

Enroliment Summal

‘” Name: FSA NSLDS COLLEGE
Return to Code: 00301000 Type: School

Enroliment Update
Enroliment Maintenance

| Retrieve/Sort by: ~ SSN (Default) v Begin Value: "] Exact Match Only |

Currently Retrieved/Sorted by: SSN
Enroliment Codes: A, D, F, G, H, L, W, X, Z

v Recertification Date: 07/17/2012

] n @ SSN: 616-00-9999 NAME: GLEN L MAYNARD DOB: 03/06/1986

Cert. Enroll. Eff. : i |Student Term Term Cred. | . -
Date: 05/02/2012 Code: F v Da'e,:,08/21/2010,‘\60',07/31/2012 Loc: 00 | Desig.:| Begin: 01/01/0001 Ena: 01/01/0001 Lt Sel v
] E @ SSN: 617-00-9999 NAME: KAREN P LEWIS DOB 10/03/1986

|Cert. [Enroll. Eff. : b Student Term Term Cred.| . -~
Date: |05/02/2012 [ 0t H v o 5t 08/09/2010 |ACD: |11/30/2013 [Loc: |00 | Desig.: Begin: 01/01/0001 | 41101/01/0001 | T | -Sel- v
] ﬂ @ SSN: 619-00-9999 NAME: THOMAS C GOLD DOB: 05/16/1987

[cert. Enroll. [ Eff.| . | oe: | 0o /Student | Term Term cred.

Date: | 0570272012 (oo det B ¥ bate: 05/14/2011 |ACD: 05/14/2012 Loc: |00 | Desig.: Begin: 01/01/0001 | c101/01/0001 = Tk | -Sel- ¥
] 4 SSN: 620-00-9999 NAME: SALLY H SUTTON DOB: 03/19/1993

Cert. Enroll. Eff. 3 koo /Student | Term Term Cred. |-
pate: 05/02/2012 Code: F ¥ pate: 08/20/20117‘ACD. 08/20/2012 Loc: |00 Desig.:| Begin: 01/01/0001 Ena: 01/01/0001 Lvi: Sel- ¥
m (5 | 2 ssn 621-00-9999 NAME: LISA A VOGLER DOB: 08/23/1984

[cert.| _ Enroll. Eff. g | ... student Term Term cred: oo
Date: |05/02/2012 [gogel | H ¥ |page: [05/11/2011 ACD:|11/30/2012 Loc: |00 Fpogiq . Begin: 01/01/0001 | gy, 01/01/0001 0| -Sel v
] n i SSN: 622-00-9999 NAME: FELICE E COLBURN DOB: 11/29/1966

[cert. > Enroll. Eff. ; | |student Term Term Cred.

Date: | 05/02/2012 [o et H ¥ ater |09/05/2006 ACD: |12/11/2012 Loc: 00 | Desig.: Begin: 01/01/0001 | 41101/01/0001 [ T | -Sel- ¥
] @ SSN: 623-00-9999 NAME: MICHAEL A ELLIOTT DOB: 03/12/1964

Cert. Enroll. | Eff. ! | [ /student | Term Term Cred.

Date: |06/15/2012 [ (0" ¥ Date. |05/20/2012 |ACD: Loc: |00 Deslg.: Begin: 05/20/2012 | 0108/15/2012 | T | -Sel- v
1 B @« SSN: 624-00-9999 NAME: JESSICA A ROUNDS DOB: 04/10/1991

Cert. Enroll. Eff. il : |Student Term Term Cred. | . -~
Date: 04/03/2012 Code: ¥ pate: 709/05/2011 ACD: | 11/15/2014 Loe: 00 | Desig.: | Begin: ¢ 01/01/0001 Ena: 01/01/0001 v | Sel- ¥

( Certify Checked Stud! | [Reset]
k3 PRIVACY ACT OF 1974 (AS AMENDED)

FOIA | Privacy | Security | Notices WhiteHouse.gov | USAgov | ED.gov

Figure 3-9, Enroliment Mainteanced Example of schoaloster
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3.6.3

Bef ore

Retrieving Student Records to Update

wish to update. The Enrollment Update page gives you three options for retrieving records:

1. Retrieve ALL enrollment records for your school by simply clicking
Retrieve Thi s i s equivalent to getting your

you can make changes to studentsOo enro

sch

2. Retrieve and sort a set of records by stud
Designator using the Primary Seaf@ptions.

3. Retrieve a smaller and more specific set of records using Advanced Search
Options.

The following sections describe how to use each of these options.

3.6.3.1

Narrowing the Search: The Primary Search Options

You can limit the number of enroliment recordsrieved, and control the order in which they are
displayed, by entering criteria in the Primary Search Options box.

1. Inthe Primary Search Options box, click the Retrieve/Sort by list to display the three
retrieve/sort options. These are:

il
T
T

SSN(Default)d Displays student records in ascending numeric order by student
SSN.

Last Named Displays student records in ascending alphabetic order by student last
name.

Student Designatod Displays student records ordered by the identifier you use on
your intenal system, provided that you report that identifier to NSLDS as part of the
Enroliment Reporting process.

2. Click the Retrieve/Sort by option you wish to use.

3. IntheBegin Valuebox, type the letters or numbers you wish to use as the starting point
of your search.

T

You can type an entire name, SSN, or student idendéiiex beginning value for the
roster you will retrieveFor example, if you choo$¢AME as your Retrieve/Sort By
optionandtype the first few letters of a name, such@®spdandit will retrieveall the
student recorslbeginning withthose letterand the records that follogFigure 3-10,
Enrollment Maintenan@ Primary Search Optionégin \alue620)).

4. Click Exact Match Only if you want an exact match for the Begin Value you typed.
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Keep the following facts in mind:

1 When you clickeExact Match Only with a complete SSN or a unique Student
Designator, NSLDS returns only one student record.

1 When it is used with last namigxact Match Only returns records for all students
with that last name.

5. Click Retrieve. When the Enrollment Maintenance page apfieigure3-10,
Enrollment Maintenan@ Primary Search Optiondégin \alue620)), follow the
instructions in Sectio3.6.4to update and certify your records.

R START HERI
% GO FURTHER National Student Loan Data System (NSLDS)

FEDERAL STUDENT AID

=

nroliment Summary | Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List | GE List |
GE Reporting List | GE Submittal | GE Mass Update/Deactivate

FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

‘ll Name: FSA NSLDS COLLEGE

Return to Code: 00301000 Type: School
Enroliment Update

Enroliment Maintenance

| Retrieve/Sort by:  SSN (Default) v Begin Value: ["] Exact Match Only |

Currently Retrieved/Sorted by: SSN Begin Value: 620
Enroliment Codes: A,D,F, G, H, L, W, X, Z

v Recertification Date: 07/17/2012 Check All
0 4 SSN: 620-00-9999 NAME: SALLY H SUTTON DOB: 03/19/1993
Cert. Enroll. Eff. . : Student Term Term Cred. -
Date. |05702/2012 o 0ot | F w0 te: OE/20/20117ACD. 08/20/2012 |Loc: |00 Desig.: Begin: 01/01/0001 |End: 01/01/0001 "0 | -Sel v
0 [ 2 | ® SSN: 621-00-9999 NAME: LISA A VOGLER DOB: 08/23/1984
Cert. [Enroll. Eff. . . Student Term Term Cred. [ -
Date: |05/02/2012 o 1ot | H v | s |05/11/2011 |ACD: |11/30/2012 Loc: |00 Desig.: Begin: 01/01/0001 | £ /01/01/0001 =\ | -Sel- v
] E @« SSN: 622-00-9999 NAME: FELICE E COLBURN DOB: 11/29/1966
Cert. | Enroll. [ Eff. : : Student | Term Term Cred. |
Date: | 05/02/2012 [ et | H ¥ i te: | 09/05/2006 |ACD: [12/11/2012 Loc: |00 Desig.: Begin: 01/01/0001 | o 101/01/0001 %\ | -Sel- v
] n @ SSN: 623-00-9999 NAME: MICHAEL A ELLIOTT DOB: 03/12/1964
Cert. Enroll.  Eff. ¥ i Student  Term Term Cred. | -
Date: 06/15/2012 Code: w v]Dape: 05/20/2012 |ACD: Loc: |00 Desig.: Begin: 05/20/2012 | 0.1 08/15/2012 Lvr Sel- ¥
| [ 5 | 4 SSN: 624-00-9999 NAME: JESSICA A ROUNDS DOB: 04/10/1991
Cert. Enroll. Eff. . . Student Term Term Cred. | .~
Date. |04/03/2012 Code: F ¥ Date: | 09/05/2011 |ACD: |11/15/2014 Loc: 00 Desig.: Begin:‘OI/OI/Oool Eng: 0170170001 [ Ut | -Sel- v
[ Certify Checked Students ] [ Reset]
& PRIVACY ACT OF 1974 (AS AMENDED)
FOIA | Privacy | Security | Notices WhiteHouse.gov | USA.gov | ED.gov

Figure 3-10, Enrollment Maintenan@Primary Search Optiondégin alue-620)

3.6.3.2 Going Further: Using the Advanced Search Options

ThePrimary Search Optionsalone are adequate for most enrollment maintenance situations.

Sometimes, however, you may need to narrow your search using other critedalvéineed
Search Optiors give you additional flexibility in chasing enrollment records to update.
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The Advanced Search Options include the following:

1 Last Name Begin/End Allows you to retrieve records for students whose last
names fall within an alphabetic range. Be careful when typing the End value. A
single | etter End value (such as o0B6) wil/l
|l etter (such as 0 B aferithe)ettesalpmabetically.fywe names co
the next letterafter the initial letter of the names(gbu seek, or do not specify
an End value. To sear cholpawetheEmdyvdlue names t ha
bl ank or type 62Z2ZZ2Z72ZZZZ546.

1 SSN Begin/End Allows you  retrieve records for studemsh o S68ls fall
within a numeric range. Be careful when typing the End value. An End value
containing fewertha@d i gi t s (such as 6996) wi ll not r
with that number but contain more digits (sucfa&8 A0 0006) , since the
longer number comes after the shorter one numerically.

91 Student Designator Begin/En@ Allows you to retrieve records for students
whose designators fall within an alphanumeric range. Be careful when typing the
End value.

1 Certificati on Date Begin/End Allows you to retrieve records for students who
have been certified within a specified date range. The Begin and End values are
inclusive; that is, records with a Certification Date equal to the Begin or End date
are retrieved, as well ascords certified between those two dates. If yeu re
certify a group of students online, you can, at some later time, set the End date
equal to the day before the earlier online session to retrieve all the records you did
not recertify in that session.

1 Anticipated Completion Date Begin/End Allows you to retrieve records for
students whose ACD falls within a specific date range. The Begin and End values
are inclusive; that is, records with an ACD equal to the Begin or End date are
retrieved, as well as reads with an ACD between those two dates. You can use
these options to retrieve all students who are scheduled to graduate at the end of a
given semester.

1 Term Begin Date Begin/End Allows you to retrieve records for students whose
Term Begin Date falls witin a specific date range.

1 Term End Date Begin/Endd Allows you to retrieve records for students whose
Term End Date falls within a specific date range.

1 Locationd Allows you to retrieve records for students of a singtbdt location
when schools share anrellment administrator fomultiple locationswith the
same &digit OPEID.

1 Enroliment Codesd Allows you to search for records with specific Enrollment
Codes. By default, Enrollment Update searches for all Enroliment Codes.
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To retrieve a student using tAelvanced Search Options

1. Select thePrimary Search Optionsyou want or skip this step to use the default option:
SSN.In Figure3-11, for example, the SSNBeginVae has been entered &

2. Enter theAdvanced Search Options/ou want. InFigure3-11, for examplepnly the
enroll ment code of O6HO6 has been checked

START HERI
B GO FURTHER National Student Loan Data System (NSLDS)

Aid | Enroll

nroliment Summary | Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit caunselm Submittal | Enroliment Notification Override List | GE List |
GE Reporting List | GE Submittal | GE Mass Update/Deactivate

FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

Ei

Name: FSA NSLDS COLLEGE
Code: 00301000 Type: School

O Clicking Retrieve will return entire Portfolio in SSN order. All Search values are optional.
Enroliment Update

Primary Search Options

| Retrieve/Sort by:  SSN (Default) v Begin Value: ¢ || Exact Match Only

Advanced Search Options

Last Name Begin: End:
SSN Begin: End:
Student Designator Begin: End:
Certification Date Begin: (MMDDCCYY) End: (MMDDCCYY)
Anticipated Completion Date Begin: (MMDDCCYY) End: (MMDDCCYY)
Term Begin Date Begin: (MMDDCCYY) End: (MMDDCCYY)
Term End Date Begin: (MMDDCCYY) End: (MMDDCCYY)
Location:
Enroliment Codes (Check all that apply)
["] A -Approved Lesve of Absence [ | D -Decesses ] F -Fuli Time
] G -Gradusted [v] H - Half Time or More, But Less Than Full Time 7] L -Less Than Half Time
] W -withdrawn [ X - Never Attended "] Z -NoRecord Found
Q PRIVACY ACT OF 1974 (AS AMENDED)
FOIA | Privacy | Security | Notices WhiteHouse.gov | USA.gov | ED.gov

Figure 3-11, Enroliment Updaté Begin \alue (6) andAdvanced Search Optioar{roliment
code of OHO)

3. Click Retrieve. The Enrollment MaintenandeAdvanced Search Options Respéige
appearsKigure3-12). In this example, the page displaysaiment records for students whose

SSNs beginwitt and who have e nkolowithenetutctions io 8eeton of O HO
3.6.4to update and certify your records.
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Enroliment Summa

RT HERI
FURTHER
"EDERAL STUDENT AID

National Student Loan Data System (NSLDS)

Aid | Enroll

| Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exn CDunselln $ubmma | Enroliment Notification Override List | GE List |
GE Reporting List | GE Submittal | GE Mass Update/Deactivate
FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

4

Return to
Enroliment Update

Name: FSA NSLDS COLLEGE
Code: 00301000

Type: School

Enroliment Maintenance

| Retrieve/Sortby: SSN(Defaul) v Begin Value: [| Exact Match Only |
Currently Retrieved/Sorted by: SSN Begin Value: 6
Enroliment Codes: H
v Recertification Date: 07/17/2012 [ CheckAl
O 4\ SSN:617-00-9999 NAME: KAREN P LEWIS DOB: 10/03/1986
Cert. Enroll. Eff. K A Student Term Term| Cred. | . -
Date: |05/02/2012 [god i [H v ot 08/09/2010 |ACD: |11/30/2013 Loc: |00 [Tt Begin: 01/01/0001 [gdl01/01/0001 [¥| | -Sek v
O 2 | 4 SSN:621-00-9999 NAME: LISA A VOGLER DOB: 08/23/1984
Cert. Enroll. Eff. " " Student Term Term Cred. T
Date: 05/02/2012 Code. Date: 05/11/2011 |ACD: |11/30/2012 |Loc: |00 Desig.: Begin: 01/01/0001 End: 01/01/0001 Ll -Sel- ¥
O 3 | 4 SSN:622-00-9999 NAME: FELICE E COLBURN DOB: 11/29/1966
Cert. Enroll. Eff. : : Student | Term Term lCred. [
Date: | 05/02/2012 {fider | H ¥ s [09/05/2006 |ACD: |12/11/2012 Loc: |00 Pl Begin 01/ 01/0001 |28 01/01/0001 Pk [-Sek v
[ Certify Checked Students l [ Reset]
@ PRIVACY ACT OF 1974 (AS AMENDED)

FOIA | Privacy | Security | Notices WhiteHouse.gov | USA.gov | ED.gov

Figure 3-12, Enrollment MaintenanéAdvancedsearchoptionsresult
When you use the Advanced Search Optikasp the following facts in mind:

If you do not enter any Primary or Advanced Search Options and accept the default sort
on Student SSN, your organizationds entir
the Enroliment Maintenance pa@ at a time.

Advanced Search options are evaluategtherwith Primary Search options. Neither
supersedes the other. This means that if your Primary and Advanced Search Options
contradict each other, Enroliment Update will not find any records, even though each
individual part of the combination would find and display records.

il
e

For example, if you select an exact match on Student SSN11111 as your Primary
Search Option and Student SSNs betweer3E5555 and 8888-8888 as your
Advanced Search Option, Enrolimespdate will not find any records. This occurs even
though the NSLDS contains enrollment records for a student with SSH141111 and
for students with SSNs between 8555555 and 8888-8888.

As you scroll through the list and update individuahadtiple records, the Enrollment
Maintenance Page continues to display only those records that match the search options
you selected on the Enroliment Update page. To change search options, you must return
to Enroliment Update.
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3.64 Updating Selected Enrollment Records

The Enrollment Maintenance page displays all enroliment records for your school that match the
criteria you entered in Steps3.of the previous section. To update the selected student
enrollment records:

1. On the Enrollment Maintenance page,gyprecertification date in thiecertification
Date box, or accept the default date (the current date) displayed by the page. This date is
used to populate thgert. Date box of the individual student records you sele®tiep2
below.

2. Select the stught enrollment records you want to certify. There are two ways to do this:

1 Select the records individually by clicking the check box to the far left of the row
with the studentds SSN, name, and DOB.

1 Select all the records displayed on the page by cliokimgck All at the top of the
form.

3. Update as necessary the information in the following boxes:

1 Cert. Date (Certification Dated Thedateyou arecerifying the enrollment
information.

1 Enroll Code (Enroliment Code) Select from the drop down menu to chaage
currently displayedmrolimentcode.

1 Eff. Date (Effective Date$ The datea changed enrollment cotlok effect.

1 ACD (Anticipated Completion Dat8) The date when the student completed, or is
expected to complete, his or her studies.

1 Loc (Locationp Forschools that share an enrollment administrator, report
the 2-digit locationwhere the student is pursuing his or her studies.

9 Student Desig(Student Designatad) Enteran identifier you use on your internal
systemif you wantNSLDSto provide itas part othe Enrollment Reporting process.

1 Term Begind Provide the term begin date for the term for which enrollment
data is being reported.

1 Term End & Provide the term end date for the term for which enrollment
data is being reported.

In Figure3-13, all records have been checked focegtificaion, a few status
codes have been changed, and term dates have been entered.
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START HERE .
GO FURTHER National Student Loan Data System (NSLDS)

Menu | Aid |Enroll| Org |RENOHY Tran

Enroliment Summary | Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List | GE List |
GE Reporting List | GE Submittal | GE Mass Update/Deactivate

FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2
s

4 Name: FSA NSLDS COLLEGE
Return to Code: 00301000 Type: School

Enroliment Update
Enroliment Maintenance

| Retrieve/Sort by:  SSN (Defaul) - Begin Value: [] Exact Match Only |

Currently Retrieved/Sorted by: SSN Begin Value: 6
Enroliment Codes: A, D, F, G, H, L, W, X, Z

\ v Recertification Date: 06/18/2012 Uncheck All

4 SSN:616-00-9999 NAME: GLEN L MAYNARD DOB: 03/06/1986

[cert.[— 2 . Enroll. [ Eff. T [y one [ [Student = "Term" Term “lCred. | |
Date: |06/18/2012 ‘code: ~ Date: |08/21/2010 ACD: |07/31/2012 [Loc: |00 P ctrl Begin 06/ 01/2012 | g il 07/31/2012 (MU | -sel- v |
[2] 4 SSN:617-00-9999 NAME: KAREN P LEWIS DOB: 10/03/1986

[cert.[== =5 /2n7, |ENrOII. | Eff. | | S— . [. student Term [Term| [cred. |
Date: | 0671872012 T | "Date: ‘08/05/2010 ACD: |11/30/2013 Loc: |00 “pit ’Begin: 05/20/2012 }Endz‘oa/ls/zom ‘ Lw:‘.sa. ~|
4> SSN: 619-00-9999 NAME: THOMAS C GOLD DOB: 05/16/1987

[cert. |, Enroll. | Eff Lici: | .| [student | [ Term Term|, Cred. |
Dite:‘06/16/2012 L:ode:“" ~ pate: |05/14/2011 FACD.‘05/14/2012 |Loe: |00 Fpia | Beginy 06/ 01/2012 lEnd:‘07/31/2012 ( Lvl:}.sg. v
4 SSN:620-00-9999 NAME: SALLY H SUTTON DOB: 03/19/1993

Cert. Enroll. Eff. | i | on [Student Term [Term iCred. | |
Date: |06/ 18/2012 ‘cade: vloa‘e: ‘oa/zo/zou ACD: |08/20/2012 Loe: |00 “pf Begin: 06/01/2012 | g1407/31/2012 ¥\ Ut | Sek v |
= 4 SSN:621-00-9999 NAME: LISA A VOGLER DOB: 08/23/1984

|cert. Enroll. Eff. — L I~ Student Term ’Term ‘cred. [ |
Date; |06/18/2012 code:‘ v‘Da‘e: 05/11/2011 ACD: |11/30/2012 Loc: |00 "ol Ot | ‘Begim 05/20/2012 |57 08/15/2012 Lvl:}.sg. v
(6 | 4 SSN:622-00-9999 NAME: FELICE E COLBURN DOB: 11/29/1966

[cert. [Enroll. | [ Eff. s |t aee | op [Student | Term|, [Term| [ciéd."' |
Date. |06/18/2012 ‘cwe: Y pne ‘oe/os/zooe ACD: |12/11/2012 Loc: |00 it Beginy °¢/01/2012 End:‘ov/suzom ok | ser ~|
4 SSN:623-00-9999 NAME: MICHAEL A ELLIOTT DOB: 03/12/1964

[cert. 577577 [Enroll. [ [ Eff. [ e PO | ... [student| [ Term[ o755 Tem| 2., 57, [Cred. [ |
Date; |06/18/2012 [Code:‘w v!Dm: 05/20/2012 :ACD.’ ILoc: |00 Clar ‘Begim‘os/zo/zom ‘Endz‘oeus/zom‘ Lvl:‘.39|. v
[ 8 | 4> SSN: 624-00-9999 NAME: JESSICA A ROUNDS DOB: 04/10/1991

lcert.| . “Enroll. ‘ Eff. o |l aee |y [Student Term [Term Cred. | |
:D?‘g:‘06/13/2012 ‘@:ode: F "lnate: ‘09/05/2011 AcD: [11/15/2014 Loc: |00 "t lBeginy °6/01/2012 | gigl07/31/2012 [ | sel- ¥

[ Certify Checked Students ] [ Reset ]

PRIVACY ACT OF 1974 (AS AMENDED)

FOIA | Privacy | Security | Notices WhiteHouse.gov | USA.gov | ED.gov

Figure 3-13, Enrollment MaintenanéEnrollment dita updated

Note: For security reasons, NSLDSFAP will time out after 3(
minutes of inactivity. This means enrollment data that have
been submitted within 30 minutes WILL BE LOST when
NSLDSFAP automatically logs you off. A warningupdputton

appears 5 minutes before the page times out. Clicking on th
button resets the clock for another 30 minutes if clicked befg
the time listed in the popup message.
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4.

Click Certify Checked Studentsto submit the enrollment data changes.

If you click Reset the Enrollment Maintenance page will redisplay with whatever
information it displayed whenyou lastet r i eved your studentsao

If the information you submitted contains no errors, the Enrollment Maintenance Confirm
page appear@-igure3-14, Enrollment Maintenanc€onfirm).

If your information contains errors, NSLDS will display an appropriate message. See
Section3.6.7for more information on handling errors.

Enroliment Summa

START HERE

GO FURTHER National Student Loan Data System (NSLDS)

Aid | Enroll

| Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List | GE List |

GE Reporting List | GE Submittal | GE Mass Update/Deactivate

FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2
s

Name: FSA NSLDS COLLEGE
Code: 00301000 Type: School

Enroliment Maintenance Confirm

The updated enroliment information you submitted is displayed below. Click Confirm to apply the
ion to the or click Cancel to return to the Enroliment Maintenance page.

Please note that your uf may cause to no longer appear on the Enroliment
Maintenance page. See Help for further explanation.

4% SSN:616-00-9999 NAME: GLEN | MAYNARD DOB: 03/06/1986

‘ p

FOIA | Privacy | Security | Notices

g:t': 06/18/2012 %";:: F D:t:; 08/21/2010 |ACD: 07/31/2012 Loc: 00 5[',":5?;? Bz;'::'os:ommz iT;n"J' 07/31/2012 c';_e:,:
4 SSN:617-00-9999  NAME: KAREN LEWIS DOB: 10/03/1986

Sert oensizotz ol F B logi0912010 |AcD: 1113012013 [Loc: 00 s;‘;‘i?;f B:gm 052012012 | vt ostsizo12 S0
4 SSN:620-00-9999  NAME: SALLYHSUTTON DOB: 03/19/1993 )

g:g 06/18/2012 Eé';:g F o o 081202011 |ACD: 08/2012012 |Loc: 00 sé“ei?;f B:Z';,’:'os/ouzmz iT;n";' 07/31/2012 c'f‘fl:
4\ $SN:621-00-9999  NAME: LISA A VOGLER - DOB: 08/23/1984

g:t': 06/18/2012 Ec"‘::g F D:t:; 05/11/2011 |ACD: 11/30/2012 Loc: 00 sé”:s?;f Bzgl'::'osmo/zmz ‘T:n':," osr1siz012 TS
4>  SSN:622-00-9999  NAME: FELICE E COLBURN - DOB: 11/29/1956

e oertei2012 ot [ | =M ooi0512008 |ACD: 1211112012 Loc: 00 s[‘,”e“s?g"? BZSI’ITosmuzmz }"Een"‘]‘ orrz1i2012 T80
4 SSN:623-00-9999  NAME: MICHAEL A ELLIOTT DOB: 0311211964

g:g 06/18/2012 Eé'g:: w DaEtfef 04/20/2012 |ACD: Loc: 00 sé"ei?;? B:;:fos/zo/zmz \Tnd 08/15/2012 c"'_e‘f::
4 SSN:624-00-9999  NAME: JESSICA A ROUNDS i _ DOB: 0411011991 i

Cert. Enroll. Eff. ) . [student Term Cred.

Date: 08/1812012 [TOCC F e 0910612011 |ACD: 1111872014 Loe: 00 pogict Begin, 0610112012 \ 071312012 C ey

PRIVACY ACT OF 1974 (AS AMENDED)

WhiteHouse.gov | USA.gov | ED.gov

Figure 3-14, Enrollment Maintenanc€onfirm

3.6.5

To confirm your changes:

Confirming Enrollment Information

1. On the Enrollment Maintenance Confirm page, verify the displayed enrollment
information to make sure it is correct and up to date.
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2. Click Confirm to apply your changes to the database. The Enrollment Maintenance page
redisplays with the updated erlroént informationFigure3-15, Enrollment Maintenance
- After confirmation).

You can also click Cancel to return to the Enrollment Maintenance page, where you can continue
to correct or change your enroliment data.

START HERE
) GO FURTHER National Student Loan Data System (NSLDS)

Aid | Enroll

| Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List | GE List |

GE Reporting List | GE Submittal | GE Mass Update/Deactivate

FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2
e —

Enroliment Summa

Name: FSA NSLDS COLLEGE
Code: 00301000 Type: School

e St y updated. Up rows still ing search options and reporting requirements are marked with smaller "info" icons below.

Enroliment Maintenance

| Retrieve/Sortby: SSN(Defaul) v Begin Value: [| Exact Match Only |

Currently Retrieved/Sorted by: SSN
SSN Begin: 6 End: 625
Enroliment Codes:A.D.F.G.H.L W, X, Z

1 v Recertification Date: 07/15/2012 Check All

1< m 4\ SSN:616-00-9999 NAME: GLEN | MAYNARD DOB: 03/06/1986

Cert. | [Enroll. Eff. = .| op /Student | Term Term| fcred. |

Date: ‘"06/1?/20172 “Code: F o ‘03/21/2010'ACD. ;707/31/2012 Loc.‘oor Deald: Begin: 06/01/20127 Engy 07/31/2012 v Sel- v

mEi N > | 4 SSN:617-00-9999 NAME: KAREN LEWIS DOB: 10/03/1986

Cert. | [Enroll. | OEff.| frex | " Student | Term Term ~Cred.

Date: |06/ 1872012 [goqe! | F 7 patg; [08/09/2010 ACD: |11/30/2013 Loc: |00 | Desig.: | Beginy 05/20/2012 | g14108/15/2012 % G| -Sel- v

[ 5 | 4 SSN:619-00-9999 NAME: THOMAS C GOLD DOB: 05/16/1987

Cert.| [Enroll. Eff. | i B Student | Term Term| (Cred. | .~

Date: |06/18/2012 [Go gl | H ¥ poye | 01/14/2012 |ACD: |08/14/2012 Loe: |00 Ppg o Begin: 06/01/2012 | g 107/31/2012 * | -Sel- v

1 i n I SSN: 620-00-9999 NAME: SALLY H SUTTON DOB: 03/19/1993

Cert. | [Enroll. Eff. | 5t . . [student | Term Term lcred.| .

Date: |06/18/2012 (000 F ¥ yaver |08/20/2011 ACD: |08/20/2012 Loe: |00 P Begin: 06/01/2012 | i 07/31/2012 P T | Sel- v

] o E @ SSN: 621-00-9999 NAME: LISA A VOGLER DOB: 08/23/1984

|cert. | [Enroll. Eff. | of .|, Student | Term Term lCred.

‘Date:;Oﬁ/lB/ZO{z [Code: F ¥ Dbate. |05/11/2011 ACD: |11/30/2012 Loc.‘OO Desig.: Begin: 05/20/2012 | o \.108/15/2012 " - | -Sel- ¥

] 0 ﬂ @ SSN: 622-00-9999 NAME: FELICE E COLBURN DOB: 11/29/1956

Cert. | “Enroll. " Eff. s | | |student | Term “[Term| ICred.

pate: ‘796/18/2012 Code: | H v Piatei}os/os/zooa ACD: ‘12/11/201277Loc. 199 "besig. | :EQQWLOG/OUZOM,,E!‘@E 07/31/2012 vt Set- v |

1o 4 SSN:623-00-9999 NAME: MICHAEL A ELLIOTT DOB: 03/12/1964

Cert. | [Enroll. Eff. | | o Student | Term| Term| Cred. | o~

|pate: |06/18/2012 [( et | W v i1 -ter [04/20/2012 ACD: | Loe: |00 Ppegig: Begin: 05/20/2012 | gng. 08/15/2012 % 1| Sel- v

mEil s | 4\ SSN: 624-00-9999 NAME: JESSICA A ROUNDS DOB: 04/10/1991

Cert. | [Enroll. Eff. | | = Student | Term Term iCred. |~

Date:_oe/lg/zmz Code: F ¥ lpate: |09/05/2011 f\CD. ;711/15/20147Lcc. ;700 Desig.: Beginy 06/01/2012 Ena: 07/31/2012 L Sel- v
[ Cerify Checked Students | [ Reset |

PRIVACY ACT OF 1974 (AS AMENDED)

I
l FOIA | Privacy | Security | Notices WhiteHouse.gov | USAgov | ED.gov

Figure 3-15, Enroliment MaintenanceAfter confirmation
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Congratulations!

You have successfully updated and certifie
your school's enrollment records.

3.6.6 Enroll ment Update: What Happens | f é
When updating student enrollment records, these situations come up
You change your mind?

1 If you check records but then decide that you do not want to certify, ilnecheck the
records individually or clickdncheck All at the top of the form. When you uncheck a
record, the Cert. Date revertsth® date it was set to before you selected the record, but
any other changes you made to enrollment information reiidainever, if you leave the
page without clickingsubmit, those changes will not be applied

You click the Reset button?

1 If you click Resetbefore you submit the recordsnrollment Maintenance will redisplay
thei nf ormation it displayed when Thisangludesast r e
removning the check from any boxesnd the certification date that was applied prior to
the reset selection

Your student disappears?

1 Sometimes, submittingandcomfiit ng an update to a student ds
that student to Adi sappearo from the Enrol
the following circumstances:

- You update a st udebhecdciea seatehr @ldied)etd S tOGHOY s
Withdrawn( 6 W ver Attended ( 6 X0d)twooconselulve Re c 0 r
times

- You updated a studentdés enroll ment dat a
Search Options you set. For example, you selected students based on an
Anticipated Completion DatBegin of 06/01/2012 and Anticipated Completion
Date End of 06/30/2012. You wupdated al/l
06/18/2012, but two students who have not completed their courseRuoithose
two studentsyou updatedheir ACD to 12/15/203. Once confirmed, the two
students no lorgy fit the Advanced Search Options of an ACD between 06/01/2012
and 06/30/2012.
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You want to retrieve specific students?

1 You can use the Enrollment Add page to search for up to 30 specific students at a time.
For ingance:Emily Clark and Kelly Doyle

See SectioR.7.1for detailed instructions.

3.6.7 Handling Update and Certify Errors

If the information you submitted contains errors, the Enrollment MaintertamoeMessage

page redisplayf-igure3-16, Enroliment Maintenance Error Messag& small error icon

appears to the left of each row that contan®rror. In the example below, record nuniber

displays an error icon to the left of the record number. Place your cursor over the icon to display
the error message associated with that row.

v FART HERE
GO FURTHER National Student Loan Data System (NSLDS

FEDERAL STUDENT AID

7

Neros

GE List | GE Reporting List | GE Submittal

Enrollment Summal

pd
FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

Name: FSA NSLDS COLLEGE
Code: 00301000 Type: School

0 Place cursor over the smaller error icon(s) to see the errors for the row. Rows may be "Unchecked" if desired.

Enroliment Maintenance

Retrieve/Sort by: ~ SSN (Default) v Begin Value: [] Exact Match Only |

Currently Retrieved/Sorted by: SSN Begin Value: 6
Enrollment Codes: A, D, F. G, H.L. W, X, Z

v Recertification Date: 07/18/2012 Check All

V] | 1] 4 SSN: 616-00-9999 NAME: GLEN L MAYNARD DOB: 03/06/1986

Cert. a/201o ENrOIl Eff. | 01 : " Student Term Term 3 Cred.

Date: | 06/18/2012 [ 00! |F ¥l ages | 08/21/2010 ACD: 107/31/2012 Loc: 00 [Tp 0" Bogin: 06/01/2012 | £r07/31/2012 [~ |70 [01 ¥
] 4 SSN: 617-00-9999 NAME: KAREN P LEWIS DOB: 10/03/1986

Cert. 18/2012 Enroll. Eff. 010 : ” Student Term Term Cred.

Date; |06/18/2012 [0 [F il o [08/09/2010 JACD: |11/30/2013 [Loc: |00 Dean: Begin: 05/20/2012 |\ 2100 08/15/2012 X |01 ¥
v & 4 SSN: 619-00-9999 NAME: THOMAS C GOLD DOB: 05/16/1987

Cert. Enrall Fff. Student Term 06/01/2012 Term 07/31/2012 Cred. 0w
Date: Error(s): 26 - Please ensure Anticipated Completion Date (ACD) is greater than Begin: End: Lvl:

v P DOB: 03/19/1993

e Certification Date. T = =

Date. |08/ T8/ 202 T~ e [087207 20T T TACD: [087207 2012 [L6c: [00 Desig. Begin: 06/01/2012 o 07/31/2012 Lvi: |01 7
[V 4 SSN:621-00-9999 NAME: LISA A VOGLER DOB: 08/23/1984

Cert. 1 1~ Enroll. Eff. m A d - . Student Term 1, (Term 3 Cred.

Date: |06/18/2012 [T 0 [F v | e |05/11/2011 ACD: |11/30/2012 [Loc: 00 Destiys Begin: 05/20/2012 | 108/15/2012 M7 | 01 ¥
vl 6 | 4 SSN: 622009999 NAME: FELICE E COLBURN DOB: 11/29/1966

Cert. 1 1, Enroll. Eff. p N 11/2¢ = Student Term (/- nq1, Term 1 Cred.

Date: | 06/18/2012 [t | H ¥ | ot [09/05/2006 IACD: |12/11/2012 Loc: (00 [T 0t Beginy °¢/01/2012 End:rm/a;/zou Lk [0
vl 4> SSN: 623-00-9999 NAME: MICHAEL A ELLIOTT DOB: 03/12/1964

s T ce Condont - - Ceaa

Figure 3-16, Enrollment Maintenance Error Message

There are several ways to correct errors so the enrollment information you updated can be saved
in NSLDS:

9 Edit the data in the boxes for Cert. Date, Enroll. Code, Eff. Date, and ACD for all records
displaying errors.
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For example, irFigure3-16, T h o ma s rdgard hdstas erroensureACD is greater

than Certification DatesT h o mas 6 s A CD wWarsect hiS érri(ih thig 0 1 2 .
instance the error is corrected by changing the enroliment code to indicate a G with the
ACD of 05/14/2012pand resubmit as instructed

1 If you are unable to correct an individual record so that NSLDS will accept it, uncheck
that record so it is not submittevhen you resubmit the other student records you want to
certify. Write down the student identifiers for the record, or identify some search criteria
that allow you to retrieve and certify it later, after you have done the research needed to
submit information acceptable to NSLDS.

1 If the records you want to certify contain too many errors or failed edits, you may have to
perform the Update process over again. In this case, you c&nimsgy Search
Options at the top of the Enrollment Maintenance page®t r i eve your
enrollment records again. You can also return to the Enrollment Update page and use
Advanced Search Optiondo retrieve a different set of records.

Common Errors

Error Message

Anticipated Completion Date

Invalid Date ofAnticipated Completion. Must be a valid date in
CCYYMMDD for mat when Enro6l&ld e notr) §

Anticipated Completion Date

Anticipated Completion Date cannot be greater than 10 years after the
Certification Date.

EnrollmentStatus Effective Date

Invalid Enroliment Status Effective Date. Must be a valid date in

CCYYMMDD format. It must be less than 45 years in the past, based on
Certification Date (formerly based on Roster Generation), and greater tha
Dat e of &hpudBrydar8. ShisRdit is not applied to Enrollment
Status O6D6 witbh default, o6X6 or (

Enrollment Status Code

A school cannot report an Enrol |l n
history (Enrol |l méBéAGIt adreadyeXssifoe ¢
student at that school.

Anticipated Completion Date

Anticipated Completion Date must be greater than Certification Date whe
school reports Enr ©¢ &onile nd rNSIDE will s
substitute the ACD on its database wim® ACD is returned on tigubmittal
File, but that ACD will still be subject to this edit.

Enrollment Status Effective Dat

Enrollment Status Effective Date must be less than Certification Date.

Anticipated Completion Date

Anticipated Completion Date ust be greater than or equal to Enroliment
Status Effective Datée)B¢odor EOLOI | 1

Enrollment Status Code

Certification Date cannot be more than 180 days after Enroliment Status
Ef fective Date fol.Enroll ment St g
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Note: For security reasons, NSLDSFAP will time out after 3(
minutes of inactivity. This means enrollment data that have
been submitted within 30 minutes WILL BE LOST when
NSLDSFAP automatically logs you off. A warningupdputton

appears 5 minutes before the page times out. Clicking on th
button resets the clock for another 30 minutes if clicked befd
the time listed in the popup message.

37 Adding Students to a School és Enroll ment R
Enrollment Add allows you to inform NSLDS that a current or former Title IV aid recipidrd

does not appear on your rostierattending your schdoAdding the student with updated

enrollmentallows NSLDS to inform the GA arf@éderal loan servicaf the attendangevhich

allows lenders tput the student in an automaticBthool Defermentdditionally, the student

will be added to your roster for continued monitoring should the enrollstatuts change.

Adding Title IV aid recipients to your school
activities:

1. Retrieving NSLDS student records for specific existing Title IV aid recipients to add to
your school 6s Enroll ment Reporting roster

2. Changing and certifying the enrollment data in those records using the Maintenance page
3. Confirming the new enrollment records using the Enrollment Maintenance Confirm page

This section explains how to perform these activities.

3.7.1 Retrieving Student Records to Add

To add student enroll ment records to your sch
determine whether NSLDS contains loan records for those students. If you already have access

to student identifier information (SSN, first nanB&)B), youcan use Enroliment Add to search

for existing students in the NSLDS database.

1. On theNSLDSFAPMenu page, look for the Enrolimetatb and clickEnrollment Add .
OR
You can also reach the Enrollment Add page at any time by clickirgntiad! tab. This

will cause the Enrollment Summary page to appear. Then look for the teal menu row at
the top of the page and cli@arollment Add.
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This page displays 30 blank lines to allow you to check the database for up to 30 students at a
time.

2. Typetheidentifiers(SSN, First Name, and DOB)r the students you want to add in the
boxes(Figure3-17, Enrollment Add With Student SSNirgt Name, and DOB Entered
for Retrieva).

You can either type information in all three boxes (SEkst Name andDOB) or only
type information in the SSN box.

If you type the SSN only, and that SSN is shared by two or more stuaemntsn will

ask that you ensure the corrstident has been retrieved. Compare the first name, last
name and DOB of what is displayed to the student you are trying to udtisitel

retrieve students by SSN alone, check all three identifiers of the student records that
display on the Enroliment Bntenance page to make sure that Enroliment Add has
retrieved the students you want.

To clear the SSN, First Name, and DOB boxes on a given row,@lez.
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GO FURTHER National Student Loan Data System (NSLDS)

Menu | Aid [Enroll| Org |RENORY Tran g

Enroliment Summary | Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List | GE List |
E Reporting List | GE Submittal | GE Mass Update/Deactivate

G
FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

Name: FSA NSLDS COLLEGE
Code: 00301000 Type: School

e Please enter SSN (required), First Name (optional) and DOB (optional).

Enroliment Add
Student identifier entry to initiate Enrollment Add

5 DOB
SSN First Name ooy

Clear | | 625009999 Emily 08/22/1991

Clear|| 626009999 | Kelly | 101261979 ‘

ol (oo (o (o (& ||| ||| (=] (||| (|| (=] & (| (||| |2 (@@ |e]|||=]||&
D) |G| () | LR | (R ) (LR | (R | (R LR | R) | AR | () | (AR ) R LR (R | (R | (R [ R (R | (| R | GR)( R (R | &

i
©
B

PRIVACY ACT OF 1974 (AS AMENDED)]

FOIA | Privacy | Security | Notices WhiteHouse.gov | USAgov | ED.gov

Figure 3-17, Enrollment Add With Student SSNrsSEName, and DOB Entered for Retrieval
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3. Click Retrieve at the bottom of the page. The Enrollment Maintenance page appears
(Figure3-18), displaying enrollment information for the students you specified in Step 2.

I'ART HERE
) GO FURTHER National Student Loan Data System (NSLDS)

&7 FEDERAL STUDENT AID

Aid | Enroll

Enroliment Summary | Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit céunselin Submittal | Enroliment Notification Override List | GE List |

GE Reporting List | GE Submittal | GE Mass Update/Deactivate

FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2
e

‘II Name: FSA NSLDS COLLEGE
Retum to Code: 00301000 Type: School
Enroliment Add

O Please confirm identifiers (SSN, First Name, DOB) for rows marked with small "info" icons.

Enroliment Maintenance

v Recertification Date: 06/13/2012
Eil 1 | 4> SSN: 625-00-9999 NAME: EMILY E CLARK DOB: 08/22/1991
Cert. [Enroll. | Efr. 5 .| [Student | ~ Term Term| lcred.| .~
Date: | 06/19/2012 el F ¥ hater 06/01/2012 ACD:|07/19/2013 |Loc: |00 | Dezia| Begin: 06/01/2012 |0 07/31/2012 ¥ U | -Sel- ¥
FEi N > | 4> SSN:626-00-9999 NAME: KELLY L DOYLE DOB: 10/26/1979
Cert. [Enroll. Eff. . 2 |Student Term Term{ 5,52 ;5415 (Cred.
Date: |06/19/2012 (o del F ¥ hater |06/01/2012 ACD: 07/15/2013 Loc: 00 Desig.: | Begin: 06/01/2012 | o 1107/31/2012 | Ut | -Sel- v
[ Certify Checked Students ] \ Reset]
|g PRIVACY ACT OF 1974 (AS AMENDED)
I FOIA | Privacy | Security | Notices WhiteHouse.gov | USAgov | ED.gov

Figure 3-18, Enrollment Maintenance

1 The student does not haweltave doan with your school tbeadded to your roster
Any student with open Title I\id (even if not from your school) mukave
enrollmentreported.

1 If a student you specified does not appear on the Enrollment Maintenance page, it
means thathere s no record ofhat student in the NSLDS database. If this happens,
check with thedataprovider to determine why the student has not been added to
NSLDS.

3.7.2 Updating New Enrollment Data

The procedure for updating new enrollment data using the Enrollmenteviance page is
identical to the one described in Sect®6.4 Updating Selected Enrollment Records.

3.7.3 Confirming Enrollment Information

The procedure for confirming new enrollment data is identical to the one described in Section
3.6.5 Confirming Enroliment Information.
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3.8  Enrollment Reporting Profile

The Enrollment Reporting Profile page displays the set up for organizations that report or receive
enrollment status information about students receiving Federal Student Aid. The Profile includes
file preferences, administrator relationships for school locations sharing the shgnieGPEID,

and the reporting schedule one year into the futurdrandthe pastBased on the usdrs

security accessr use of an enroliment reporting serviagvdate capability isitiated fom this
page.Each section of the Profile will be reviewed in this section.

3.8.1 Getting Started: The Enrollment Reporting Profile Page

1. On theNSLDSFAPMenu page, look for the Enroliment tab and ckakrollment
Reporting Profile. The EnrollmenProfile page appears-{gure3-19, Enrollment
ReportingProfile).

OR

You can also reach the EnrolimdXeportingProfile page at any time by clicking the
Enroll tab. This will cause the Enroliment Summary page to appear. Then look for the
menu row at théop of the pagéfor Enroliment the color bar is teahd click

Enrollment Reporting Profile.

Under the Enroliment Reporting Profiile are three selection buttarihese buttons allow
school and ED users with necessary permissions to navigate tdloharfg pages:

1 View Certification by Quarter 8 The Enroliment Certification by Quarter page
displays a quarterly count by enrollment status of certifications received by
NSLDS during the four most recent fiscal quarters. Run at the end of the quarter,
thisreportevaluates the last enrollment status reported per student that updated
NSLDS during that quarteSee Sectio3.10.1

1 Request Ad Hoc Rosted The Ad Hoc Roster Request page allows school users
to request an ad hoc roster side their regular reporting schedule for their own
location, or for any location at their school sharing the same enroliment
administrator. ED users can request an ad hoc roster for any location at any
school. The request is effective immediately, anddlséer is generated the next
time the batch program rurS8ee Sectiol.8.5

1 Set Up Perkins Notificationd The Perkins Notification Setup pagkows a
school toindicate its desire to participate in the enroliment notification prdmess
enteringa designated SAI®/ailbox (TG Number) Theschoolsprovidesthe
mailboxto which certified enrollment records of students for whom it holds
Perkins loans will be sent amweekly notification fileThe Notification File
formatcan be found on IFAP, NSLDS Reference Materials, NSLDS Record
Layouts For more information on this process rafePerkins Technical Update,
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PK-201202: Enhancements to NSLDS Enrollment Reporting Including Perkins

Data Providers Enrollment Notification Setup

2. Portfolio Type

On the Enrollment Reorting Profile Page is a selection for Portfolio Tyeadath the three

selection buttonBsted above. Thbox allows school useit® specifya Portfolio Type. For
schools that have entered AIG Mailbox (TG Number}o indicate they want to receive

Enroliment Notification filesthis selection allows you thoosd o

enrollment reporting profilér the reporting process r
profile for the enrollment notification pcess

Vi

ew t he

t h e ersotinhent cepodtisg

Name: FSA NSLDS COLLEGE
Code: 00301000

Type: School

Enroliment Reporting Profile

View Certification by Quarter | | Request Ad Hoc Roster ‘ | SetUp Perkins Notification
Portfolio Type
| Portfolio Type: School - Switch Portfolio ] |
School
Perkins Lender

The selection of the Portfolio Type will display the appropriate schedule for repfilgsg
0 S ¢ h o orrexeivingnotificaibndilest(vehdn)Perkins Lender is selected.)

(when
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START HERE
GO FURTHER National Student Loan Data System (NSLDS)
FEDERAL STUDENT AID

Menu | Aid |Enroll| Org [RENDI Tran =1

Enroliment Summary | Enroliment Add | Enroliment Update | Enrollment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List | GE List |
GE Reporting List | GE Submittal | GE Mass Update/Deactivate

YRS — Select— b Code: Name:

FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

Name: FSA NSLDS COLLEGE
Code: 00301000 Type: School

Enroliment Reporting Profile

View C ion by Quarter ] [ RequestAdHocRoster | | SetUp Perkins
Portfolio Type
| Portfolio Type: School - |
Preferences

Destination SAIG Mailbox: TG50167
Servicer Name: None
Administrator Name: None
Roster Format: Single File
File Type: Comma Separated Values
Sort Order: Student SSN

Enroliment Administration

I Administered By: 00 - FSA NSLDS COLLEGE
00 - FSA NSLDS COLLEGE
| Administered By: 01 - FSA NSLDS COLLEGE - BOSTON
01 - FSA NSLDS COLLEGE - BOSTON
| Administered By: 02 - FSA NSLDS COLLEGE - NEW YORK
02 - FSA NSLDS COLLEGE - NEW YORK
Administered By: 03 - FSA NSLDS COLLEGE - PHILADELPHIA

03 - FSA NSLDS COLLEGE - PHILADELPHIA

ini By: 04 - FSA NSLDS COLLEGE - ATLANTA

4 - FSA NSLDS COLLEGE - ATLANTA

By: 05 - FSA NSLDS COLLEGE - ClI {o]

05 - FSA NSLDS COLLEGE - CHICAGO
ini By: 06 - FSA NSLDS COLLEGE - DALLAS

06 - FSA NSLDS COLLEGE - DALLAS

By: 07 - FSA NSLDS COLLEGE - KANSAS

07 - FSA NSLDS COLLEGE - KANSAS
ini By: 08 - FSA NSLDS COLLEGE -
08 - FSA NSLDS COLLEGE - DENVER
ini By: 10 - FSA NSLDS COLLEGE - SEATTLE
10 - FSA NSLDS COLLEGE - SEATTLE

Future Schedule

I pate Type il Purpose Created By
00/01/2012 Scheduled  |END DROP ADD PERIOD FOR FALL TERM ONL"}‘OEWSg;‘Z%?ZL)USER
10/15/2012 ‘ Scheduled  |MID-TERM ONUQ‘GEWS%*;’?ZL)USER
12/18/2012 Scheduled | EVAL FOR GRADUATES ONL'T§72%’;'§J?'2-)USER
01/15/2013 ‘ Schedueq |ENDDROP.ADD PERIOD FOR SPRING ONLITOE7IS1%7|2C())(1)|2_)USER
03/02/2013 Scheduled  |MID-TERM ONUTOEWS%?SZL)USER
042512013 | Scheduied LAST DAY TO DROP CLASS BEFORE ONLIIEIGEWS1%};|§,(13I2_)USER
07/02/2013 Scheduled 'EVAL FOR GRADUATES ONL";‘;/S‘%';'Z(?]?;)USER

Past Schedule

Date | Type | Purpose Created By
00/01/2011 Scheduled | oOriginal Schedule (05/14/2012)
| 11/01/2011 | Scheduled | Original Schedule (05/14/2012)
01/01/2012 | Scheduled | original Schedule (05/14/2012)
 03/01/2012 | Scheduled | Original Schedule (05/14/2012)
05/01/2012 Scheduled | | original Schedule (05/14/2012)

PRIVACY ACT OF 1974 (AS AMENDED)]

FOIA | Privacy | Security | Notices WhiteHouse.gov | USAgov | ED.gov

Figure 3-19, Enroliment Reportingrofile
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3.8.2

Enrollment Reporting Profile i Preferences

The Preferences section displays the established enrollment reporting Wathessection you
will notify NSLDS of the new file type you want to use before the March 31, 2013 deadline.

Once the preferences are selected, NSLDS will begin generating the roster files in the format and

file type the school designatésor schools sing an Enrollment Servicer, the Servicer will
establish the reporting preferences.

The preferences are defined as follows:

il

You can change a preference value by selecting the Update button under the Preferences section.

Destination SAIG Mailbox - The Student Aid Internet Gateway (SAIG) TG mailbox
established to receive and send enrollment filbss is not an updatable field. TG
mailbox changes are handled on fsawebenroll.ed.gov.
Servicer Name (Schools Onlyj For schools that signed up to use a Hpadty servicer
to respond to NSLDS Enroliment Reporting roster files, the name of the servicer as
provided by SAIGThis is not an updatable field. TG mailbox changes are handled on
fsawebenroll.ed.gov.
Administrator Name (Schools Only)- The name of the designated administrator if one
has been established for the retrieved location. Schools may fiapthetir own campus
location or set up another location that shares the satiggt@®PEID to be responsible
for administration of th&nrollmentReporting processThe administrator set up is
completed on the Enroliment Reporting Profile Page undeftiha@lment
Administraion section. (Se8ection3.8.3
Roster Format (Schools Only) Default is Single File. For schools that use an
Administrator, the Administrator may choose:

o Single File- A single file containing althe students for all locations.

o Multiple Files- Separate files for each of the locations for which the administrator

will report.

Records Received (Noischools Only)- Type of notification records received:

o All Records

o Changes Only
File Type - The selectedeport layout style. Valid values are:

o Original Fixed Length File

o Enhanced Fixed Length File

o Comma Separated Values (schools only)

o eXtensible Markup Language (schools only)
Sort Order - The method selected to retrieve and display student enrollment records.
Valid values are:

o Student SSN

o Student Last Name

If the Update button does not appehe school location has an Administrator or servicer, and
only the Administrator or servicer can update the preference values.
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Name: FSA NSLDS COLLEGE
Code: 00301000 Type: School

Enrollment Reporting Profile

View Cerification by Quarter ] [ Request Ad Hoc Roster ] [ SetUp Perkins Notification
Portfolio Type
| Portfolio Type: School - |
Preferences

Destination SAIG Mailbox: TG50167
Servicer Name: None
Administrator Name: None
Roster Format: Single File
File Type: Original Fixed Length
Sort Order: Student SSM

Figure 3-20, Enrollment Reporting ProfilePreferences

3.8.2.1 Enrollment Reporting Profile i Preferences Update

The Enrollment Reporting Preferendpdate page allows ydo establish or change the
enrollment reporting preferences displayed on the Enrollment Reporting Profile[age.
down selections provide thmeference options listed $18.2

I'ART HERE
) GO FURTHER National Student Loan Data System (NSLDS)

827 FEDERAL STUDENT AID

Aid | Enroll

Enroliment Summary | Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List | GE List |

GE Reporting List | GE Submittal | GE Mass Update/Deactivate

FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2
e

4 Name: FSA NSLDS COLLEGE

Return To Enroliment Code: 00301000 Type: School
Reporting Profile

Enroliment Reporting Preferences Update

Destination SAIG Mailbox: TG50167
Roster Format: Single File v

File Type: Comma Separated Values ¥

Sort Order: StudentSSN ¥
|
] E-3 PRIVACY ACT OF 1974 (AS AMENDED)
‘ FOIA | Privacy | Security | Notices WhiteHouse.gov | USAgov | ED.gov

Figure 3-21, Enroliment Reporting Profile Preference®pdatei File type changed

Submit andconfirm to establish new preference selection.
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Preferences

Destination SAIG Mailbox: TGS50167
Servicer Name: HNone
Administrator Name: None
Roster Fermat: Single File
File Type: Comma Separated Values
Sort Order: Student SSN

Update

Figure3-22, Enroliment Reporting Profilé Preferences Updated

3.8.3 Enrollment Reporting Profile T Enrollment Administration

The Enrollment Administration section displays all the locations at a given schobtieat

student records on NSLDS. Users at school locations can designate any active location sharing
their sixdigit OPEID to administer their Enrollment Reporting responsibilifléss location

then becomes responsible for receiving and returning enrdlieparting rosters for all

locations for which it is the administrator.

Locations that have not signed up for the enroliment reporting batch service through
www.fsawebenroll.ed.gowill be assigned to the Eollment Administrator at the lowest
numbered location that is set up EnrolimentReporting.

T Administered By - This row identifies the -2ligit location code and name of the school
location responsible for receiving enrollment roster files and estaigisite preferences
for locations listed below it. The rows below the Administered By row list tligi2
location code and the name of the school locations serviced by that Enroliment
Administrator.

Initially, all schools are set up to serve as thein@dministratorTo assign or change an
administrator, click the Update button. SelecAaministered By location from the dropdown
list, and therclick Submit. Review your selection, and then cliConfirm .
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Enroliment Administration

Administered By: 00 - FSA NSLDS COLLEGE

00 - FSA NSLDS COLLEGE

Administered By: 01 - FSA NSLDS COLLEGE - BOSTON
01 - FSA NSLDS COLLEGE - BOSTON

Administered By: 02 - FSA NSLDS COLLEGE - NEW YORK
02 - FSA NSLDS COLLEGE - NEW YORK
Administered By: 03 - FSA NSLDS COLLEGE - PHILADELPHIA

03 - FSA NSLDS COLLEGE - PHILADELPHIA

Administered By: 04 - FSA NSLDS COLLEGE - ATLANTA
04 - FSA NSLDS COLLEGE - ATLANTA

Administered By: 05 - FSA NSLDS COLLEGE - CHICAGO
05 - FSA NSLDS COLLEGE - CHICAGO

Administered By: 06 - FSA NSLDS COLLEGE - DALLAS
06 - FSA NSLDS COLLEGE - DALLAS

Administered By: 07 - FSA NSLDS COLLEGE - KANSAS
07 - FSA NSLDS COLLEGE - KANSAS

Administered By: 08 - FSA NSLDS COLLEGE - DENVER
08 - FSA NSLDS COLLEGE - DENVER

Administered By: 10 - FSA NSLDS COLLEGE - SEATTLE
10 - FSA NSLDS COLLEGE - SEATTLE

Update

Figure 3-23, Enrollment Reporting Profilé Enrollment Administration

Locations that have not signed up for the enrollment reporting batch service through
www.fsawebenroll.ed.gowill be asggned to the Enrollment Administrator at the lowest
numbered location that is set up EnrollmentReporting.

3.8.3.1 Enrollment Reporting Profile i Enrollment Administration Update

The Update button below the Enrollment Administration section opens a newpaigeany
school user at the sligit OPEID can establish or revise thdministration set upMore than
one location can serve as an administratoFidgire 3-24, Enroliment Reporting Profilé
EnrollmentAdministration Updatedelow, the administration has been established regionally.

To assign or change an administrator, click thedigdutton. Select aldministered By
location from the dropdown lisand therclick Submit. Review your selection, and then click
Confirm .
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Enrollment Administration

Administered By: 00 - FSA NSLDS COLLEGE

00 - FSA NSLDS COLLEGE
01 - FSA NSLDS COLLEGE - BOSTON
02 - FSA NSLDS COLLEGE - NEW YORK
03 - FSA NSLDS COLLEGE - PHILADELPHIA
04 - FSA NSLDS COLLEGE - ATLANTA

Administered By: 05 - FSA NSLDS COLLEGE - CHICAGO
05 - FSA NSLDS COLLEGE - CHICAGO
06 - FSA NSLDS COLLEGE - DALLAS
07 - FSA NSLDS COLLEGE - KANSAS

Administered By: 08 - FSA NSLDS COLLEGE - DENVER
08 - FSA NSLDS COLLEGE - DENVER
10 - FSA NSLDS COLLEGE - SEATTLE

Update

Figure 3-24, Enroliment Reporting Profilé EnrollmentAdministration Updated

In this example the 00 location will now receive enrollment records for the 00, 01, 02, 03, and 04
locations. The Chicago location, 05, will receive the enrollment records for 05, 06, and 07. The
Denver location, 08, will receiveeir records and those for the 10 location.

The Administrator determines file preferences. So, in the example above, the 01 Boston location
could not go online and change the file type that has been established by the 00 location.
However, if they decideney want to do their owreportingthey can update the administration

set up to receive rosters and choose the preferences for the files they would receive.

3.84 Enrollment Reporting Profile i Enrollment Reporting Schedule

When a school signs up for EnrollméeportingServices through FSA®benrol| unless the

school selects a reporting schedule, the default schedule determined by the Department will be
assigned. The default schedule is set at every 2 months or every 60 days. You may wish to
change this defausichedule to reflect accurately the frequency of enroliment changes at your
school, as well as your own need for timely enrollment @&thedule information is provided

on the Enroliment Reporting Profile Page.

The Future Schedule and Past Schedule sedisplaysghe upcoming schedule fgour school
up to one year in the future askdows the dates for the past one year of previously generated
rosters. The page displatfee following information:

1 Date- The date when NSLDS sent or will send an Enrollnf&eyiorting roster, if the
organization is a school, or a Notification file, if the organization is a federal loan
servicer, guaranty agency, lender, lender servicer, or Perkins Loan school. Dates are
displayed up to one year into the future and the past.

T Type - The type of file that NSLDS will send the organization. Valid values are:

o Scheduled A regularly scheduled file. When NSLDS sends an organization a
regular file, it automatically schedules another such file for one year in the future.
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o Ad Hoc- A file generated for some special reason and not as part of the
organization's regular schedule. When NSLDS sends an organization an ad hoc
file, it does not automatically schedule another such file for one year in the future.

T Purpose- This field allovs users to provide a reason for the scheduled or Ad Hoc roster

(e.g., drop/add dates, term begin, or term end).

1 Created By- The user ID of whoever created or updated the schedule that caused the
generation of a particular schedule item and, in paresghése date created. Valid

values are:

o Original Schedule The date the organization originally signgal with NSLDS.
o User Name The online user who updated the schedule or requested an Ad Hoc

file.

Date
08/01/2012

10/01/2012

12/01/2012

02/01/2013

04/01/2013

06/01/2013

Date
09/01/2011
11/01/2011
01/01/2012
03/01/2012
05/01/2012

Type
Scheduled

Scheduled
Scheduled
Scheduled
Scheduled

Scheduled

Type
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled

Future Schedule

Purpose

Update
Past Schedule

Purpose

Created By

ONLINE SCHOOL USER
(07/18/2012)

ONLINE SCHOOL USER
(07118/2012)

ONLINE SCHOOL USER
(07118/2012)

ONLINE SCHOOL USER
(07/18/2012)

ONLINE SCHOOL USER
(07/18/2012)

ONLINE SCHOOL USER
(07/18/2012)

Created By
Original Schedule (05/14/2012)
Original Schedule (05/14/2012)
Original Schedule (05/14/2012)
Original Schedule (05/14/2012)
Original Schedule (05/14/2012)

Figure 3-25, Enroliment Reporting Profilé Future and Past Schedule

3.8.4.1 Enrollment Report Profile i Enrollment Reporting Schedule Changes

The enrollment reporting schedule can be changed by creating a new schedule or updating the
schedule that appears on theroliment Reporting Schedule UpdatePageshown inFigure
3-26, Enrollment Reporting Profilé Enrollment Reporting Schedule Update
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88\ l}alljkiil";{t}a National Student Loan Data System (NSLDS)

Aid | Enroll

Enroliment Summary | Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List | GE List |
GE Reporting List | GE Submittal | GE Mass Update/Deactivate
FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

Il Name: FSA NSLDS COLLEGE

Return To Enrolliment Code: 00301000 Type: School
Reporting Profile

e No adhoc rosters were found for this location or the locations it administers.

Enroliment Reporting Schedule Update

[ Create New Schedule ]

Most recently generated scheduled file: 05/01/2012

Scheduled Roster Requests

Date Type Purpose Cancel
08/01/2012 Scheduled O
10/01/2012 Scheduled O
12/01/2012 Scheduled ]
02/01/2013 Scheduled O
04/01/2013 Scheduled |
06/01/2013 Scheduled O
[ AddRow | [ Submit | [Reset]
E 3 PRIVACY ACT OF 1974 (AS AMENDED)
FOIA | Privacy | Security | Notices WhiteHouse.gov | USAgov | ED.gov

Figure 3-26, Enrollment Reporting Profilé Enrollment Reporting Schedule Update

3.8.4.2 Creating a New Enrollment Reporting Schedule

Thisselecon al |l ows you to delete your school
Submitting a Start Datenda Frequency will create a sample schedule based on those
parameters.

To create a new schedule:

1. On the Enrollment Reporting Schedllpdatepage, click Creatblew Schedule. The
Enroliment Reporting Schedule Create page apfEaysre3-27).
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3% [START HERI
A GO FURTHER National Student Loan Data System (NSLDS)

FEDERAL STUDENT AID

Aid | Enroll

| Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List | GE List |

GE Reporting List | GE Submittal | GE Mass Update/Deactivate

FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2
—

Enroliment Summa

Retum To Enroliment Name: FSA NSLDS COLLEGE
Reporting Code: 00301000 Type: School
Schedule Update

Enroliment Reporting Schedule Create

Start Date: 03/01/2012  gumppceyy)

Frequency: Every TwoMonths

Current Schedule
Date Type Purpose Created By
08/01/2012 Scheduled ONLINE SCHOOL USER (07/18/2012)
10/01/2012 Scheduled ONLINE SCHOOL USER (07/18/2012)
12/01/2012 Scheduled ONLINE SCHOOL USER (07/18/2012)
02/01/2013 Scheduled ONLINE SCHOOL USER (07/18/2012)
04/01/2013 Scheduled ONLINE SCHOOL USER (07/18/2012)
06/01/2013 Scheduled ONLINE SCHOOL USER (07/18/2012)

PRIVACY ACT OF 1974 (AS AMENDED

FOIA | Privacy | Security | Notices WhiteHouse.gov | USAgov | ED.gov
Figure 3-27, Errollment Reporting Schedule Creétdlew Schedule Options

2. In theStart Date box, type a valid date greater than or equal to the current date and less
than or equal to the current date plugear.

3. In the Frequency box, click a selection. Valid frequesiéor schools are:

Every Week

Every Two Weeks
Every Month

Every Two Months
Every Three Months

= =4 -4 -4 -9

Note: A school that selects a frequency less often than every two months must be especially
diligent in notifying NSLDS if a student drops belowiafie, withdraws, or graduates. Such
enrollment changes must be reported within 30 days to be compliant with reporting
requirements.

Valid frequencies foGAs andfederal loan servicerre:

1 Every Day
1 Every Week
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The default frequency is Every Two Months for sch@old Every Week for all other
organizations

4. Click Submit. If you entered a valid start date and frequency, the Enrollment Reporting
Schedule Create Confirm page app€kigure3-28).

GO FURTHER National Student Loan Data System (NSLDS)

Aid | Enroll

| Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enreliment Notification Override List | GE List |
GE Reporting List | GE Submittal | GE Mass Update/Deactivate
FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

Ei

nroliment Summai

p

Return To Enrollment

Ii
Name: FSA NSLDS COLLEGE
Code: 00301000 Type: School

Reporting
Schedule Update

Enrollment Reporting Schedule Create Confirm

You have requested a hew schedule based on the following values:
Start Date: 09/01/2012
Frequency: Every Two Months

Those values will create the new schedule displayed below. Files scheduled for weekend
dates will be generated on the next working day. Click CONFIRM to delete your existing
schedule and replace it with the new schedule, or click CANCEL to return to Enreliment

Reporting Schedule Create.

Date Type
00/01/2012 Scheduled
11/01/2012 Scheduled
01/01/2013 scheduled
03/01/2013 Scheduled
05/01/2013 Scheduled
07/01/2013 Scheduled
09/01/2013 scheduled

PRIVACY ACT OF 1974 (AS AMENDED

WhiteHouse.gov | USAgov | ED.gov

FOIA | Privacy | Security | MNotices

Figure 3-28, Enrollment Reporting Schedule Create Confirm

6. Click Confirm. NSLDS now voids the original schedule and replaces it with the one you
just created. The Enrollment Reporting Schedlipelatepage appears again, displaying
your Schedulesuccessfully create&eeFigure3-29.

You can also discard your new schedule by clickbagcel The Enroliment Reporting
Schedule Creatgage appears again, showing your original schedule.
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& START HERE -
€889 GO FURTHER National Student Loan Data System (NSLDS)
§©7 FEDERAL STUDENT AID

Aid | Enrall

Enroliment Summary | Enroliment Add | Enroliment Update | Enroliment Reporting Profile | Exit Counseling Submittal | Enroliment Notification Override List | GE List |
GE Reporting List | GE Submittal | GE Mass Update/Deactivate
FSA ID: NSL.SCTST2.FSA logged on as: ONLINE SCHOOL USER from FSA NSLDS COLLEGE / TG54560 / SCTST2

‘I\ Name: FSA NSLDS COLLEGE
Return To Enroliment Code: 00301000 Type: School

Reporting Profile
e Schedule successfully created.

0 No adhoc rosters were found for this location or the locations it administers.

Enroliment Reporting Schedule Update

[ Create New Schedule ]

Most recently generated scheduled file: 05/01/2012

Scheduled Roster Requests

Date Type Purpose Cancel
09/01/2012 Scheduled |
11/01/2012 Scheduled O
01/01/2013 Scheduled O
03/01/2013 Scheduled (|
05/01/2013 Scheduled [}
07/01/2013 Scheduled O
[ AddRow | | Submit | [Reset]
L 3 PRIVACY ACT OF 1974 (AS AMENDED)
FOIA | Privacy | Security | Notices WhiteHouse.gov | USAgov | ED.gov

Figure 3-29, Enrollment Reporting Schedubeiccessfully Created

3.8.4.3 Updating an Enrollment Reporting Schedule

Working with either a newly created schedule or the previously displayed schedule without
creating a new one, you can modify the schedualéhe Enrollment Reporting Schedule Update
page.To change the schedule displayed on the update page you may:

1 Removean existing schedule item:
o Click theCancelbox for that item.
1 Changea date for an existing schedule item:
0 Type over a date in tHeate box with a valid future date in mm/dd/ccyy format.
1 Add a reason for the scheduled item:
o Enter thePurposefor this scheduled item. This can be helpful for reminders to
set future items, such as drop/add deadline, term end date, etc.
1 Addnew items to the schedule:

85 NovembeR012



Chapter 3:NSLDS Enroliment Reportirigrocess Online

o Click Add Row to add another row to the Update Schedule form.

o IntheDatebox, type a valid date greater than or equal to the current date and less
than or equal to the current date plus one year.

o InthePurposebox, type aeason for the schedule item.

Figure 3-30, Enroliment Reporting Schedulgpdate Changes

Click Submit.

If your updates create a valid schedule, the Enrollment Reporting Schedule Update
Confirm page displaythe new schedule. Clicdkonfirm to apply the changes to NSLDS,
or Cancelto return to the entry page.

= =

Note: If the updates produce a schedule that does not pass the edits applied by NSLDS,
Enroliment Reporting Schedule Update redisplays with the apptemiror message. It also
places error icons in front of specific schedule items that failed edits. Place your cursor over
an icon to display the error message for that item as a ToolTip.
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