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Agenda

e Overview of EDExpress
e Time-Saver Setup
e Tools that Come to YOUR Aid

e Highlights of What’s Coming in EDEXxpress
2011-2012

e Where to Obtain Additional Help/Training
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Modules of EDEX

Direct Loan

e Create Direct
Loan records &
process data
through the
COD System

TEACH Grant

*Create TEACH
Grant records &
process data
through the COD
System

Pell Grant

» Create Pell
Grant records &
process data
through the
COD System
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Global

. = Define settings;

| create user-
defined data &
letters;
Document
Tracking

App ExXpress

e Interfaces with
FAA Access to
CPS Online Web
site; view & print
imported ISIRs

Packaging

e Package student
financial aid
awards
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Time-Saver Setup Options

i " Global System Setup ==
e Customizable by —— v ]
UserID: -R
EDEXpress user ID " =
® Wh at Syste m Wi I I Default System to Display? I::g s L‘l
umber of days to reprint Document Tg Direct Loan -
you use the most? || e ”:Lmii_"acka : E
# of Times to Reprint Doc. Tracking L TEACH =
® Wi I I yo u u S u al Iy # of Copies of Doc. Tracking Letters? IUD
print Out multiple Return to Dialog: | v
] Single/Multiple (Default Print): | Multiple =
re CO rd S O r a S I n g I e Default Report File Destination: ISC'BB" LI
re CO rd ? Default E-mail Address: IE-maiI Address 1 Ll
e DO yo u u S u al Iy p r-i nt Default Address: IPelmanenl ~
] < NEW RECORD >l
to screen first? pdd | Deble | Save |]Retieve

0K Cancel | Help |
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Tools That Come to YOUR Aid

Get the
records
you
want
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Update
multiple
records
at one
time

FEDERAL STUDENT AID

View
your
records
IN
multiple
WEE

Define
your
own

fields to
track

student
Info

Pull last
year’s
setup,
demo,
and
user
data
forward
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What is a Query?

e A request for a subset of records from your
EDEXpress database

e You specify the criteria that describes the
subset of records

e Provides flexibility in locating and extracting
Information from your database

&) | START HERE
SE&eH GO FURTHER
&E7 FEDERAL STUDENT AID




What Makes Up a Query?

e Tools|Query

e A query
statement has
three main
components
— Data field

— Operator
— Value
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@ Giobal | i App Eiovess | @) Packaging Ji et | TEACH|

Query Tile:

IAD:EPTED ACTUAL DISBURSEMENTS

Field to Field Comparizon |

Query Field: I

Value
" Prompt at Execution

" Cument Date
{* Value: I

PREDEFINED QUERY

Data fielg
entry

Operstor; Iﬂ

LChange | find |

Remaove |

opend.|

Operator
entry

{r | Yalue Help |

Criteria:

(ACTUAL DISBURSEMENT REJECT CODES =

(ACTUAL DISBURSEMENT STATUS = "A") ‘\

Data

NULL) AND

Add Left[ |
Add Right | |
Remove Left [ |
Fiemove Right ]|

alues
entered

Operators

fields entered

1of 42
| Delete | Save |Hetrieve...

o

entered

0K |

Cancel |
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What Makes Up a Query?

e Choices for Value

—Prompt at Execution: To be prompted
for the value at the time you use the
query (creates a Parameter query)

—Current Date: To use the PC’s system
date at the time you use the query

—Value: The valid value you always want
to use In the query (Fixed value query)

e Value Help displays the valid values for the
selected field
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e
What Makes Up a Query?

e Use Parentheses to indicate the order that
the query should be processed

e Both segments of the query connected by
AND must be true for a record to be
selected

e Only one of the segments connected by OR
must be true for a record to be selected
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QT
How Does a Query Work?

= App Express -Pad(ml* [iedLomlpleEPCHl

[EXEMELEGUESY Dependent students from
Field to Field Comparison [~ Iowa whose parents'
Query Field: [PARENTS' ADJUSTED GROSS INCOME number in college is
o greater than 1 or whose
:Emww“‘ adjusted gross income is
ifertDale less than $25,000

@ Value: [25000__

Popendl Hemovel Changel
Criteria:

((DEPENDENCY STATUS = "D") AND : Add Left [ I
{STUDENT'S STATE OF LEGAL RESIDENCE - "IA"
Add Right )

(DEPENDENCY STATUS “D") AND
STUDENT‘S STATE OF LEGAL RESIDENCE
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How Does a Query Work?
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e
Where Can a Query Be Used?

e If the Selection Criteria button is enabled
on a dialog box, a query can be used

—Print, Export, and Multiple Entry
—Import in Packaging, DL, Pell, and TEACH

—Processes such as global packaging and
global calculation of Pell award amounts
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Where Can a Query Be Used?

G

= |

B Global Sl 20 8 Pockaging | ¥ Direct Loan | il Pel| TEATH | 3¢ oD )

Print Certification/Signature Page? -

Selection Criteria 0K
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GO FURTHER esss’

'FEDERAL STUDENT AID

— Repaort
~ i
[isim Single
* ultipls
—H t il — — G 53
sport Pl o tion Criteria — @ L = |
al | & App Express ¥y Direct Loan | &l PELL | TEACH |
Title; IEW‘-MPLE QUERY. . Type: |Packaging Data-ISIR Data -
—55HM Fils—
i rSelet:t_nen(‘r-tong i I H = n
. Query Title: IEK&MPLE QUERY
Title: |CEI|.LEI3E GRADE LEVEL
— O phiors —
1 m&mr;n s — - - (ST
Sort Order - Query ity s w——— 3 E—
Tranzachg QUERY TITLE: COLLEGE GRADE LEVEL :
This parameter query allows vou to access records from the database based on values that :
Imnpart [D: oK | Cancel I you specify. Please fill in vaiues [parameters] for the following fields:
Field Name Operato Field Value List Field Value
Okt print e GRADE LEVEL W COLLEGE - z
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What is Multiple Entry?

e You can update various fields in Global,
Packaging, Direct Loan (DL), Pell Grant
(Pell), and TEACH Grant (TEACH) for
multiple students at one time

e Fields available to update depend on the
module you select

e Selection Criteria (query or select records)
can be used to choose specific records to
update
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Using Multiple Entry
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Using Multiple Entry

Award Amount

College Grade Level
Disbursement Profile Code
Enroliment Date

Enroliment Status ChangetoB ~
Origination Cross Reference Verification Status Code |__J
Set Origination Ready to Export Loan Entrance Interview Date

Teacher Expert Indicator Loan Exit Counseling Completed Date
Disbursement Number TEACH Entrance Interview Date
s TEACH Exit Counseling Completed Date
Transaction Paid On

Document Code

Document Status

nnnnnnn b MNmmmiimd Naba

1

Ao~ |n e o b0 | —

J

File || Fie... ||

- Report Destination-

File | I

Sort By: [ Last Name

Sort By: [Last Name

Selection Criteria
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Using Multiple Entry

Global Multiple Entry

First Name Middle Initial SSN | Ver. Status Code
1 v BUNNY BUGS A 989-89-893 |INAY 1]
2 v COYOTE WILE E 999-99-999 | i
3 2 DUCK DAFFY A 969-69-696 | INA)
4 v RABBIT ROGER A 979-79-797 |V

) Ay / .
‘/,.‘\

Irars of

START
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First Name

Middle Initial

SSN

Ver. Status Code

BUGS

989-89-898 | V

COYOQOTE

WILE

999-99-999 | S

LN LO0 LR B

DUCK

DAFFY

L Ll

969-69-698

<<=

ROGER

979-79-797 | W
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Using Multiple Entry

e Relevant edits are applied when records are
updated

e If an update does not pass edits, the
Information is printed on a report after the
process is finished
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What i1s Browse?

e Use Browse to view data in a spreadsheet
format

e Allows ease of viewing, searching, printing,
and exporting multiple records

e Query fields available for each module are
also viewable in Browse
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Using Browse

® On the Browse grld ’ DisbursanemglDocuma'rtﬂdivih'lﬂuwﬁeldsl
CIICk the rlght B Award ID GrantTune | Orininal SSH.Pell | Student's |
. b [[1234567830E201100100200 Find...
mouse b utton In a 455739123220 1100100200 Quick Sot Ascending
_ 919191929FL201100100200 Quick Sot Descendin
CO I umn h e ad 1IN g to 93939393300201100100200 . ’
959595959 JE201100100200 Freeze This Column
1 9696069630U201100100200 Hide This Column
d IS p I ay a menu Of 999999999C0201100100200 Show All Calumns
optlons yOou Can use Pin the Grid..
. Export Grid to File..
to SO rt an d fl n d /‘ Set Vertical Scroll Tip to This Column )
YDU can Expnrt the Reset Scroll Tip To Rpecords |j
records browse grid to a file i

to openin Excel

Help
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User-Defined Fields

e You can create up to 200 fields for data
specific to your school

e Fields you define can be used In all modules

e Plan ahead! User-defined fields cannot be
modified

e You can delete a field unless it has been
used as part of a query or file format

—Use caution—deleting a field will also
delete any values you have added to
student records for that field
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Set Up User-Defined Fields
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Update User-Defined Fields

m 2011 EDExpress for Windows - [(999399959] SPICE SEASCON] | = | = 28 |
File View Help
|
| =lda 2
E-mail Address 1
E-mail Address 2;
# Description Field Data
I 1 | ELIG TO RENEW SCHOLARSHIP ki
2 | GPA 325
3 | MAJOR JOURNALISK
4 | ON CANPUS N
5 | SCHOOL LOAN APP DEADLINE 5012010
Demo FAFSA Student Inguiry| Docs Motes User Data Origination Disburse Awards
For Help, press F1 | C:AIAM\DATABASE \expres01.mdb 4
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e
Update User-Defined Fields

e Also update values for user-defined fields
using:
— Global Multiple Entry

— Import data from your school’s system

e Record Layout found at Print|Global|RL —
Import User Data

—Prior Year Import of User Data

e GO to Print|Global|User Data to print a
report of user-defined fields and values
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Example for User-Defined Fields

Set up User-Defined Fields

GPA (numeric) Renew scholarship (yes/no)

W

User Data Entry
Enter students’ GPA Renew scholarship (Y or N)

W

Create Packaging Query
GPA = 350 AND Renew scholarship = Y

Packaging Multiple Entr
Use query to select records  Add scholarship to awards
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Importing Prior Year Data

e Begin setting up EDEXpress for the current
year by importing information already In
your prior year database

e Three options on File|Import|Global tab

—Prior Year User-Defined Queries, Setup,
and File Formats

—Prior Year Demographic Data
—Prior Year User Data

e START HERE
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Prior Year User-Defined
Queries, Setup, & File Formats

e Allows much flexibility to choose exactly
what you want to import

e Useful to import in Release 1.0 and then
again in Release 2.0

—Queries and setups for Global, Application
Processing, and Packaging can be
Imported in Release 1.0

—Queries and setups for all modules can be
Imported in Release 2.0
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Prior Year User-Defined

Queries, Setup, & File Formats

* Prior Year Move Dia
Group Setup Options import
1 QUERY - GLOBAL, APP EXPRESS, PACKAGING i 3
2 QUERY - DIRECT LOAN [+
3 QUERY - PELL "2
4 QUERY - TEACH [ E
5 GLOBAL SETUP Security Groups I
8 Security Users [+
7 Document Tracking v
8 User-Defined Letter Text ¥
g System 2
10 File Management I
11 File Formats v
12 User Database [V
13 FAA Access v
14 APPLICATION PROCESESING SETUP System E
15 File Formats [v
iB8 PACKAGING SETUP Academic Year Profiez i_=
17 Fund Maintenance v
18 Awrard Methodologies [v
19 Budgets 2
SAP WValues I
System ¥

o Impaort All records for Setup Options Selected

" Impoit only Specific records for Setup Options Selected

Cancel
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Prior Year User-Defined

Queries, Setup, & File Formats

e If a query or file format contains a field that
no longer exists in the current year, it will
not import

e If the code for the query, file format, or
setup option already exists In the current
year, It will not import or be updated by the
prior year import

e If a query, file format, or setup did not
Import, the reason is printed on a report
after the import is finished

g‘:‘iﬁ; START HERE
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Prior Year Demographic Data

e Student’s current SSN from the prior year
becomes the original SSN In the current
year

— A record from the previous year doesn’t
iImport If the current SSN equals the
original SSN of a record In the current
year
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Prior Year Demographic Data

e Select the records or use a query to narrow
down the records that import

—Records from the previous year are
displayed in a list for selection

— Global queries from previous year are
displayed for use

e Only queries with fixed values for the criteria
are available for selection

e Move the Loan Entrance Interview Date iIf
you choose

._?‘-:-E?e; START HERE
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Prior Year User Data

e The user data field has to exist in both prior
year and previous year

e Select the records or use a query to narrow
down the records that import (same as Prior
Year Demographic Data import)

e A demographic record is created iIf one does
not already exist (same logic as Prior Year
Demographic Data import)
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Prior Year User Data

80 & fop Eress | @ Packaging | ¥y Direct Loan | Uik PELL | TEACH |

import Type: IP‘liur Year User Data Select Records - USER DATA

Selected

2 ELIG TO RENEW SCHOLARSHIP
P IV GPA
r ON CAMPUS

— Import From :

f* Printer i File

[ Overwite Bdsting User Data?
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What’s coming in 2011-127

e In 10-11, use a dialog box to open records

— If a student record Is already open, you must close
It before opening another record

Original SSN; |G |

Curent SSN:  |——— L]

ok | Cancel ]

e In 11-12, use a new toolbar to open records

— If a student record is already open, switch to a

new record without first closing the current record
5 2011 - 2012 EDExpress for Windows S=RECH XN

e - -— -

File Process View Tools Help

D@ |2 2N | ISIR... | OriginalSSN: [ [..] CurentSSN: [ [.]  gpen |
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What’s coming in 2011-127

e DL ISIR and Packaging Imports will create
multiple loan types in a single import

@8 Giobal | &3 App Express | @@ Packaging ErENEeel i PELL | TEACH |

. Loan Data - ISIR o]
Import Type: | a =l Select one or more loan

types to create.

= Printer %"

Include Special Circumstances Flag 47 [

I Prompt for Duplicates?

Loan Type to [ [Direct Subsidized
Create:

In Loan Data - Packaging P Slcocen =1
mport, if you do not select any " '_TF"D""F’“F" DisSc s . )
loan type, a loan is created for Caua s |[Dr Sbadieed | [Berinmmnois - ]
each loan type packaged for CPLUS

Selection Ciiteria ... |

Cancel | bew |

the student.
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What’s coming in 2011-127

e New fields will be added to the Demo tab to
allow entry of Ability to Benefit data

e When entered, Ability to Benefit data will be
sent to the COD System for all award types
(DL, Pell, and TEACH)

e Existing Demo tab fields will be reorganized
to accommodate the addition of Ability to
Benefit fields
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What’s coming in 2011-127

e New PLUS Application Acknowledgment
fields will be displayed for PLUS and Grad
PLUS loans on the DL Origination tab

e The CPS Transaction # field will be required
for Grad PLUS and PLUS loan records

e Print dialog boxes for the DL MPN and
Disclosure Statements will be updated with
an option to print labels in Spanish
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What’s coming in 2011-127

e The import edit reports of the following
Import types will be updated to print an
Indicator that an Iraq and Afghanistan
Service Grant was included in the file:

—Web-generated Common Record
(CRWB120P)

—Pell YTD Data (PGYR120P)

e Irag and Afghanistan Service Grants will not
be added to EDEXpress
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Training and other Help

e At this Conference:

— EDESuIte Hands-On (EDExpress, DL Tools,
SSCR): Session 13

—Using EDEXxpress for New FAAs: Session 11

—Using Direct Loan Tools to Reconcile your
Direct Loan Data with the Common
Origination and Disbursement System:
Session 16

—PC Lab
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Training and other Help

e www.fsadownload.ed.gov

—EDEXpress Desk References/Cover
Letters/Installation Guides

— Technical References

e www.ifap.ed.gov
—EDEXpress Online Training for 2010—-2011
—Publications

e EDEXpress Help Text
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EDEXpress Technical Assistance

CPS/SAIG Technical Support:

e Phone: 800-330-5947

e TDD/TTY services: 800-511-5806

e E-mail: CPSSAIG@ed.govVv

e Representatives are available Monday

through Friday, 8 a.m. to 8 p.m. ET
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Contact Information

We appreciate your feedback and
comments. We can be reached at:

Bob Martin

e Phone: 214-661-9454

e E-mail: Bob.Martin@ed.gov
Jody Sears

e Phone: 202-377-3604

e E-mail: Joellen.Sears@ed.gov
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