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Agenda

• Overview of EDExpress
• Time-Saver Setup
• Tools that Come to YOUR Aid
• Highlights of What’s Coming in EDExpress 

2011-2012
• Where to Obtain Additional Help/Training



Modules of EDExpress
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Global
•Define settings; 
create user-
defined data & 
letters; 
Document 
Tracking

App Express
• Interfaces with 
FAA Access to 
CPS Online Web 
site; view & print 
imported ISIRs

Packaging
•Package student 
financial aid 
awards

Pell Grant
•Create Pell 
Grant records & 
process data 
through the 
COD System

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

Direct Loan
•Create Direct 
Loan records & 
process data 
through the 
COD System
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Time-Saver Setup Options
• Customizable by 

EDExpress user ID
• What system will 

you use the most?
• Will you usually 

print out multiple 
records or a single 
record?

• Do you usually print 
to screen first?



Tools That Come to YOUR Aid

Query

Get the 
records 

you 
want

Multiple 
Entry

Update 
multiple 
records 
at one 
time

Browse

View 
your 

records 
in 

multiple 
ways

User-
Defined 
Fields

Define 
your 
own 

fields to 
track 

student 
info

Prior 
Year 

Import

Pull last 
year’s 
setup, 
demo, 
and 
user 
data 

forward
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What is a Query?

• A request for a subset of records from your 
EDExpress database

• You specify the criteria that describes the  
subset of records

• Provides flexibility in locating and extracting 
information from your database
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What Makes Up a Query?

• Tools|Query
• A query 

statement has 
three main 
components
– Data field
– Operator
– Value
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What Makes Up a Query?

• 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)

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

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

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

• Only one of the segments connected by OR
must be true for a record to be selected

9



How Does a Query Work?
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How Does a Query Work?
1st Subset of 

Records
• Records with 

Dependency 
Status of D AND
Student's Legal 
Residence State 
of IA will be 
found

2nd Subset of 
Records

• Records with 
Parents’ # in 
College greater 
than 1 OR
Parents’ AGI less 
than $25,000 
will be found

FINAL RESULT
• ONLY records 

found in the 1st

subset AND in the 
2nd subset are 
used for the final 
result of the query
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Where Can a Query Be Used?

• 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?
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What is Multiple Entry?

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

• Fields available to update depend on the 
module you select

• Selection Criteria (query or select records) 
can be used to choose specific records to 
update
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Using Multiple Entry
1st  Multiple Entry Dialog
• Select one or more fields to update 
• Choose the value for the fields or
• Leave the value blank (can choose value 

on 2nd dialog)
• For some fields, you can also choose to 

update the value to blank

2nd Multiple Entry Dialog
• Students’ names & record identifiers 

(SSN, Loan ID or Award ID) display
• Fields selected on 1st dialog display
• You can update values on individual 

records
• You can deselect records so they will 

not be updated
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Using Multiple Entry
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Examples of 1st Dialog



Using Multiple Entry
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Examples of 
2nd Dialog

Value for 
Verification 
Status Code 
was selected 
on 1st dialog Value for Verification 

Status Code was not
selected on 1st dialog



Using Multiple Entry

• Relevant edits are applied when records are 
updated

• If an update does not pass edits, the 
information is printed on a report after the 
process is finished
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New for 2011-2012 in
DL Multiple Entry!

You will be able to:
•Update Loan Amount Approved
•Originate a loan



What is Browse?

• Use Browse to view data in a spreadsheet 
format

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

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

• On the Browse grid, 
click the right 
mouse button in a 
column heading to 
display a menu of 
options you can use 
to sort and find 
records
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User-Defined Fields
• You can create up to 200 fields for data 

specific to your school
• Fields you define can be used in all modules
• Plan ahead! User-defined fields cannot be 

modified
• 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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Dates
• Calendar 

dates
• Length: 8 

Numeric
• Numeric 

values only
• Length:  

Up to 10

Text
• Both alpha 

and 
numeric 
characters

• Length: 
Up to 40

Yes or No
• Only true 

(Yes) or 
false (No) 
values

• Length: 1

Types of Fields



Set Up User-Defined Fields
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Use keyboard 
arrow keys to 
move from 
one column to 
another

Click Add to 
display 
another row 
for defining 
the next field



Update User-Defined Fields
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Enter values for user-defined fields on the User Data tab



Update User-Defined Fields
• Also update values for user-defined fields 

using:
–Global Multiple Entry
– Import data from your school’s system

• Record Layout found at Print|Global|RL –
Import User Data

–Prior Year Import of User Data
• 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

Packaging Multiple Entry
Use query to select records Add scholarship to awards

Create Packaging Query
GPA > 350 AND Renew scholarship = Y

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

Set up User-Defined Fields
GPA (numeric) Renew scholarship (yes/no)
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Importing Prior Year Data
• Begin setting up EDExpress for the current 

year by importing information already in 
your prior year database

• Three options on File|Import|Global tab
–Prior Year User-Defined Queries, Setup, 

and File Formats
–Prior Year Demographic Data
–Prior Year User Data
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Prior Year User-Defined 
Queries, Setup, & File Formats
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• Allows much flexibility to choose exactly 
what you want to import

• 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



Prior Year User-Defined 
Queries, Setup, & File Formats
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Select only 
Groups/Setup 
Options needed

Import all 
records for setup 
options selected 
OR only specific 
records



Prior Year User-Defined 
Queries, Setup, & File Formats
• If a query or file format contains a field that 

no longer exists in the current year, it will 
not import

• 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

• If a query, file format, or setup did not 
import, the reason is printed on a report 
after the import is finished
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Prior Year Demographic Data

• Student’s current SSN from the prior year 
becomes the original SSN in the current 
year
–A record from the previous year doesn’t 

import if the current SSN equals the 
original SSN of a record in the current 
year
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Prior Year Demographic Data

• 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
• Only queries with fixed values for the criteria 

are available for selection
• Move the Loan Entrance Interview Date if 

you choose
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Prior Year User Data

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

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

• A demographic record is created if one does 
not already exist (same logic as Prior Year 
Demographic Data import)
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Prior Year User Data
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Select only the 
User Data 
fields for which 
you want to 
import values

Will not overwrite 
existing values 
unless you choose



• 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

• 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

What’s coming in 2011-12?
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What’s coming in 2011-12?
• DL ISIR and Packaging Imports will create 

multiple loan types in a single import
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What’s coming in 2011-12?

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

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

• Existing Demo tab fields will be reorganized 
to accommodate the addition of Ability to 
Benefit fields 
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What’s coming in 2011-12?

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

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

• 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 2011-12?

• 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 

(CRWB12OP)
–Pell YTD Data (PGYR12OP)

• Iraq and Afghanistan Service Grants will not 
be added to EDExpress
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Training and other Help

• At this Conference:
–EDESuite Hands-On (EDExpress, DL Tools, 

SSCR): Session 13
–Using EDExpress 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

• www.fsadownload.ed.gov
–EDExpress Desk References/Cover 

Letters/Installation Guides
–Technical References 

• www.ifap.ed.gov
–EDExpress Online Training for 2010–2011
–Publications

• EDExpress Help Text

http://www.ifap.ed.gov/
http://www.ifap.ed.gov/
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EDExpress Technical Assistance

CPS/SAIG Technical Support:
• Phone:  800-330-5947 
• TDD/TTY services:  800-511-5806 
• E-mail:  CPSSAIG@ed.gov
• Representatives are available Monday 

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

mailto:CPSSAIG@ed.gov
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Contact Information
We appreciate your feedback and 
comments.  We can be reached at:

Bob Martin
• Phone: 214-661-9454
• E-mail: Bob.Martin@ed.gov
Jody Sears
• Phone: 202-377-3604
• E-mail: Joellen.Sears@ed.gov

mailto:Bob.Martin@ed.gov
mailto:Joellen.Sears@ed.gov
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