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THE STATUTORY REQUIREMENT



Rider 13, Page Il1-46 of the current Appropriations Act directs the Coordinating Board to
present an annual report to the Legislative Budget Board by September 1 of each calendar
year concerning student financial aid at Texas public and independent institutions of higher
education.

Institutional and statewide reports are required annually. The resulting financial aid database
provides the state a means of accurately measuring the resources available to Texas students
through financial aid, and is being used more and more as a basis for equitably distributing
state aid resources among institutions. The database allows us to generate statewide, sector
and individual institution reports.

In addition, Section 61.066, Texas Education Code, reads as follows:

(c) _The board shall conduct a biennial study to determine the total cost of attending each
institution of higher education and the resources used by students to cover that cost, including
the amounts of money received by students at each institution from the major sources of public
and private financial aid, including grants, loans, scholarships, qgifts, and work-study programs.
In conducting the study, the board shall solicit information and comments from the financial aid
office at each institution of higher education. Not later than November 1 of each even-
numbered year, the board shall report the findings of the study to each legislative standing
committee and subcommittee with primary jurisdiction over higher education.




CONTENTS OF
STUDENT RECORDS

DATA ELEMENTS AND CURRENT FIELD LIMITATIONS



Data Elements and Current Field Limitations

Please provide the requested data for each person at your institution who completed a FAFSA or TASFA (Texas Application for
State Financial Aid. All fields are required to be reported, even if reporting zeroes or blanks. Changes are highlighted.

Data Element Field Layout Instructions Error Listing Messages
1A. Report Code F alpha; left justified error if does not equal F

F
COLUMN 1 upper or lower case acceptable
1B. FICE 999999 numeric; right justified error if non-numeric

6-digit fice code of institution error if fice code does not match fice code in
COLUMN 2-7 submitting file header record
1C. Report Year 9999 numeric; right justified error if non-numeric

4 digit year that is being reported error if incorrect report year
COLUMN 8-11 (ie. 2008 for fall 2007 through

summer 2008)
1D. Student Social 999999999 numeric; right justified error if non-numeric

Security Number

(IF ID Number, see data
element 36)

COLUMN 12-20

response required
Cannot be blank or zeroes

H-student-has-no-SSNreportib
pumberon-data-element 36-

If student has no SSN, assign a 9-
digit ID number composed of
school 6-digit fice code +3 trailing
digits.

If student has both SSN and
Student ID, report SSN in Element
1; ID in Element 36

BE CONSISTENT WITH IDs
REPORTED ON FADS, CBM,
TEXAS GRANT YEAR-END AND
ANY OTHER REPORTS
SUBMITTED TO THE CB.

error if (social-security-number = 0) and
((county-code-perm-address < 401) and
(county-code-perm-address > 0))




Data Element

Field Layout

Instructions

Error Listing Messages

2. Student and or spouse
adjusted gross income

Studentlncome Earned
from-Work

COLUMN 21-26

999999

For Dependent and Independent Students
Report the AGI amount actually used to
justify the financial aid award, which may
have been adjusted by the institution via
professional judgment.

numeric; right justified
rounded to full dollar amounts
response required even if O

error if non-numeric

error if >999999
error-it-dependency-status-(data-element-16)
=1

error if negative value

warning if > 300,000

3. Parent 6s ad)|]
income

Spouse-lncome-Earned
from-\Work

COLUMN 27-32

999999

For Dependent Students ONLY

Report the AGI amount actually used to
justify the financial aid award, which may
have been adjusted by the institution via
professional judgment.

numeric; right justified
rounded to full dollar amounts
response required even if O

error if non-numeric

error if >999999

error if dependency status (data element 16)
=2

error if negative value

warning if >300,000

4. FILLER 99999 numeric; right justified ERROR IF >0
DO NOT LEAVE BLANK; ENTER

Social-Security Benefitsfor 00000

StudentandforSpouse

COLUMN 33-37

5. FILLER 99999 numeric; right justified ERROR IF >0
DO NOT LEAVE BLANK; ENTER

Aid-to-Families-with 00000

Dependent-Children

{AREBC-srADCHorStudent

andior-Spouse

COLUMN 38-42

6. FILLER 99999 numeric; right justified ERROR IF >0
DO NOT LEAVE BLANK; ENTER

Child-Support-Received-for 00000

AH-Children-by Student

and{or Spouse

COLUMN 43-47




Data Element

Field Layout

Instructions

Error Listing Messages

7. FILLER 99999 numeric; right justified ERROR IF >0
DO NOT LEAVE BLANK; ENTER

Other-Untaxed-income-and 00000

Benefits-for-Student-and/or

Spouse

COLUMN 48-52

8. FILLER 999999 numeric; right justified ERROR IF >0
DO NOT LEAVE BLANK; ENTER

Father'stncome-Earned 00000

from-Werk

COLUMN 53-58

9. FILLER 999999 numeric; right justified ERROR IF >0
DO NOT LEAVE BLANK; ENTER

Moether'stncome-Earned 00000

from-\Work

COLUMN 59-64

10. FILLER 99999 numeric; right justified ERROR IF >0
DO NOT LEAVE BLANK; ENTER

Parents-Social-Security 00000

Benefits

COLUMN 65-69

11. FILLER 99999 numeric; right justified ERROR IF >0
DO NOT LEAVE BLANK; ENTER

Parents- AFDC-ADC 00000

Received

COLUMN 70-74

12. FILLER 99999 numeric; right justified ERROR IF >0
DO NOT LEAVE BLANK; ENTER

Child-Support-Received-by 00000

Parentsfor-All-Children

COLUMN 75-79




Data Element

Field Layout

Instructions

Error Listing Messages

13. FILLER

Parents' Other Untaxed
lncome-and-Benefits

COLUMN 80-84

99999

numeric; right justified

DO NOT LEAVE BLANK; ENTER

00000

ERROR IF >0

14. Ethnic Origin

COLUMN 85

1 = White, Non-Hispanic

2 = African-American, Black

3 = Hispanic or Latino

4 = Asian or Pacific Islander

5 = American Indian or Alaskan Native

6 = International

7 = Unknown or Not Reported

(for students refusing to report their ethnic
origin).

numeric; right justified
in range of 1 through 7

error if non-numeric
error if out of range (1-7)

15. Classification

COLUMN 86

1 = undergraduate (has not received a
bachelor's degree)

2 = graduate (has received a bachelor's
degree)

3 = professional (enrolled in law, medicine,
dentistry, veterinary medicine, etc.)

4 = student with bachelor's or higher
degree enrolled in undergraduate program
5 =first-time entering freshman

Use the classification of the student at the
beginning of the award period. Report the
program of study the student is enrolled
under at your institution.

numeric; right justified
in range of 1 through 5

error if non-numeric

error if out of range (1-5)

error if public cc or public tech college and not
=1,40r5

16. Dependency Status

COLUMN 87

1 = dependent by Title IV definition
2 = independent by Title IV definition
3=unknown-{Rotactive)

numeric; right justified
1 through 2

error if non-numeric
error if out of range (1-2)

17. Date of Birth

COLUMN 88-95

MMDDYYYY Enter the month, day and the
four digit year of the birth of the student

numeric; right justified; 8 digits
month range 01 through 12

day range 01 through 31

error if non-numeric

error if mm is out of range of 1-12
error if dd is out of range of 1-31
error if age <7 or > 110

warning if age <16 or > 75




Data Element

Field Layout

Instructions

Error Listing Messages

18. Residency

COLUMN 96

1 =resident

2 = out-of-state or foreign (cannot be used
for students receiving any state aid except
TPEG)

3 = unknown (to be used ONLY by private
schools and NOT for students receiving
any state aid)

4 = National Merit Finalist (to be used
ONLY by private schools with TEG
students)

5 = Non-immigrant Residents (students
who formerly would have qualified through
section 2 of HB 1403)

Use the resident status of the student at the
beginning of the award period.

numeric; right justified

1, 2 or 5 (at public institution)
1,2, 3, 4 or 5 (at independent
institution)

error if non-numeric
error if public instand not=1or2 or5
error if out of range (1-5)

NOTE: Both in-district and out-of-district
residents should be coded by community
colleges as residents (1)

19. Location Code of
Permanent Home Address

COLUMN 97-99

999

Use list provided, which gives 3-digit codes
for all Texas counties and for other states
and foreign countries as used in the
Coordinating Board CBM 001 report (see
attached list)

numeric; right justified
1 through 799

error if non-numeric
error if =0 or > 799
error if in range of 371-400

20. FILLER XXXXXXXXXXXXXXXKXXXXXXXXXXXXXX | alphanumeric; left justified ERROR IF NOT BLANK OR SPACES
X LEAVE BLANK OR USE SPACES

Street-Address-of

Permanent-Address

COLUMN 100-129

21. FILLER XXXX XXX XX XXX XX XX XXXX alphanumeric; left justified ERROR IF NOT BLANK OR SPACES

LEAVE BLANK OR USE SPACES

City-o-Permanent-Address

COLUMN 130-149

22. Zip Code of 999999999 numeric error if non-numeric

Permanent Home Address

COLUMN 150-158

must enter in full 9 digits; last 4 can be
0000

response required, if USA address;
leave blank, if not USA address

error if zip prefix is 99999 (out of range)
error if zip prefix is 00007 (out of range
error if zip not entered as 9 digits

error if blank AND location code (data
element 19) < 255




Data Element

Field Layout

Instructions

Error Listing Messages

23. Enrollment Status 1 = full-time numeric; right justified error if non-numeric
2 = 3/4-time 1 through 4 error if out of range (1-4)
COLUMN 159 3 =Y%time
4 = less than Y% time
Report the highest enrollment status of the
student during the award period.
24. Gender M = male alpha; left justified error if does not equal M or F
F =female M or F
COLUMN 160 upper or lower case acceptable

25. Highest grade level
mother completed

COLUMN 161

1 = elementary

2 = high school

3 = college or beyond
4 = unknown

Indicate the education level for their last
complete year of school. For example, if it
was their 1st year of college, indicate 3; if it
was their senior year in high school,
indicate 2.

numeric; right justified
1 through 4
if unknown, report 4

error if non-numeric
error if out of range (1-4)

26. Highest grade level
father completed

COLUMN 162

1 = elementary

2 = high school

3 = college or beyond

4 = unknown

Indicate the education level for their last
complete year of school. For example, if it
was their 1st year of college, indicate 3; if it
was their senior year in high school,
indicate 2.

numeric; right justified
1 through 4
if unknown, report 4

error if non-numeric
error if out of range (1-4)




Data Element

Field Layout

Instructions

Error Listing Messages

27. Cost of Attendance

COLUMN 163-167

99999

This should be the gross cost figure. If the
student received an exemption or waiver of
tuition and/or fees, such adjustments
should be reported for data element # 29.

numeric; right justified

rounded to full dollar amounts

If not accurate for the period the
student was enrolled, you MUST
provide enroliment adjustment
percentage (EAP) for data element
# 35a of this report.

error if non-numeric

error if out of range (50-99999)

error if <560 AND (data elements 29-31g > 0
AND data elements 31j-34b > 0)

28. Expected Family
Contribution

COLUMN 168-173

999999

as determined using federal methodology
(May reflect professional judgment
calculation)

numeric; right justified

rounded to full dollar amounts

If not accurate for the period the
student was enrolled, you MUST
provide enroliment adjustment
percentage (EAP) for data element
# 35b of this report

error if non-numeric
error if > 999999

29. Tuition Exemptions or
Waivers

COLUMN 174-178

99999

This should equal the amount of tuition
and/or fees the student did NOT pay as a
result of receiving an exemption or waiver.
Fellowships should be reported under
data element 31h, 31i or 31n, depending
on the source of funding.

Awards through the Educational Aides
Exemption Program, Early High School
or Temporary Assistance for Needy
Families should NOT be reported here,
but under data element 31n.

numeric; right justified
rounded to full dollar amounts

error if non-numeric
error if >99999

30. Categorical Aid

COLUMN 179-183

99999

Any aid brought to the institution by the
student and not packaged by the Financial
Aid Office. This would include such things
as JTPA, Texas Rehabilitation Commission
and Texas Employment Commission
payments and outside scholarships.
Texas Tomorrow Plan and 529 Savings
Plan should NOT be reported here or
elsewhere in the database since both
are part of the EFC calculation.

numeric; right justified
rounded to full dollar amounts

error if non-numeric
error if >99999

10




Data Element

Field Layout

Instructions

Error Listing Messages

31. Grants and

Scholarships

a) Federal Pell

COLUMN 184-188

b) Federal SEOG
(including match)

COLUMN 189-193

¢) TPEG

COLUMN 194-198

d) Federal Smart Grant

COLUMN 199-203

e) TEG
(private schools only)

COLUMN 204-208

numeric; right justified

rounded to full dollar amounts

error if non-numeric

a) 99999 a) PELL error if >6465 (out of range)
range 0 through 6,465 error if residency (data element 18 = 5)
b) 99999 b) SEOG error if >4000 (out of range)
range 0 through 4,000 error if > (COA-EFC) & EAP >0
error if > COA-EFC
error if residency (data element 18 = 5)
c) 99999 c) TPEG error if not public inst and >0

PUBLIC INSTITUTIONS ONLY

range 0 through (COA-EFC)

error if >99999 (out of range)
error if > (COA-EFC) & EAP >0
error if > COA-EFC

d) 99999
PUBLIC AND PRIVATE UNIVERSITIES
ONLY

d) SMART GRANT
range 0 through 6,000

error if > 6000 (out of range)

error if > (COA-EFC) & EAP >0

error if > COA-EFC

error if residency (data element 18 = 5)

e) 99999
PRIVATE INSTITUTIONS ONLY

e) TEG
range 0 through 4,997

error if not private inst and > 0

error if >4997 (out of range)

error if >3331 and EFC > 1000

error if > (COA-EFC) & EAP >0

error if > COA-EFC

error if enroliment status (data element 23) =
4

error if residency status (data element 18) = 2
or3

11




Data Element Field Layout Instructions Error Listing Messages

f) LEAP f) 99999 f) LEAP error if > 5000 (out of range)
(public and private PUBLIC AND PRIVATE INSTITUTIONS range 0 through 5,000 error if > (COA-EFC) & EAP >0
schools) error if > COA-EFC

COLUMN 209-213

g) HB3015
Grants/Scholarships

COLUMN 214-218

h) Merit-based aid funded
by private donations to the
institution

COLUMN 219-223

i) Institution funded Merit-

based Gift Aid

COLUMN 224-228

j) Byrd Scholarship

COLUMN 229-233

error if enroliment status (data element 23) =
4

error if residency status (data element 18) = 2
or3ordor5

g) 99999

This includes grants and scholarships
funded through designated tuition set-
asides

g) HB3015 GR/SCH
range 0 through 99,999

Error if > 99999 (out of range)

error if > (COA-EFC) & EAP >0

error if > COA-EFC

error if not public university or health-related
inst

error if residency status (data element 18) = 2
or3or4

h) 99999

This includes gift aid provided to the
institution by private donors and used to
award merit-based grants or scholarships

h) MERIT-TO-INST
range 0 through 99,999

error if > 99999 (out of range)

i) 99999

This includes gift aid generated from
budgeted/unrestricted funds not reported
elsewhere that is provided by the state,
federal government or institution used to
make merit-based awards. IrecludesByrd
Schelarship-

i) MERIT-FROM-INST
range 0 through 99,999

error if > 99999 (out of range)

i) 99999

j) | Byrd
range 0 through 1,500

error if >1500 (out of range)
error if classification (data element 15) = 2 or
3or4d

12




Data Element

Field Layout

Instructions

Error Listing Messages

k) State Nursing
Scholarship

COLUMN 234-238

I) Student Deposit
Scholarship

COLUMN 239-243

m) Academic Competitive
Grant

COLUMN 244-248
n) Other Scholarships or
Grants

COLUMN 249-253

k) 99999
Includes vocational and professional
nursing scholarships funded by the state

k) State nurse scholarship
range 0 through 3,000

error if >3000 (out of range)

error if > (COA-EFC) & EAP >0

error if > COA-EFC

error if enroliment status (data element 23) =
4

error if residency status (data element 18) = 2
or3or4

) 99999
PUBLIC INSTITUTIONS ONLY

I) Deposit scholarship
range 0 through (COA-EFC)

error if not public inst and >0

error if >99999 (out of range)

error if > (COA-EFC) & EAP >0

error if > COA-EFC

error if residency status (data element 18) = 2
or3or4

m) 99999 m) Academic Competitive Grant error if >1400
range 0 through 1,400 error if residency (data element 18 = 5)
n) 99999 n) Other need-based scholarships error if >99999 (out of range)

This would include any need-based awards
not reported elsewhere in the report.
Includes Fifth-year Accounting Scholarship
and Educational Aide. Also EHS and
TANF for students also receiving need-
based aid. If the only awards the student
received were Educational Aide, EHS
and/or TANF, include the student only if
he/she completed a FAFSA or TASFA.

or grants
Maximum unknown

error-if > COA-EFC

13




Data Element

Field Layout

Instructions

Error Listing Messages

0) TEXAS Grant Program

COLUMN 254-258

p) TEOG

COLUMN 259-263

q) SLEAP

COLUMN 264-268

0) 99999

SSNs or IDs and award amounts must
match to TEXAS Grant Year-End Student-
by-Student Report

0) TEXAS Grant
range 0 through 5,170

error if >0 and not participating inst

error if >0 and classification (data element 15)
=2or3or4

error if > (COA-EFC) & EAP >0

error if > COA-EFC

error if enroliment status (data element 23) =
3or4d

error if residency status (data element 18) = 2
or3or4

error if >0 AND TEG (data element 31e) > 0
error if > 3331 AND private inst

error if > 5170 AND public university, public
hsc or state college

error if > 1730 AND public cc

error if > 2650 AND public technical college

p) 99999

PUBLIC STATE COLLEGES, PUBLIC
COMMUNITY COLLEGES AND TSTC
ONLY

SSNs and award amounts must match to
TEOG Year End Student-by-Student
Report

p) TEOG
range 0 through 5,170

error if >0 and not participating inst

error if >0 and classification (data element 15)
=2or3or4

error if >5170 (out of range)

error if > (COA-EFC) & EAP >0

error if > COA-EFC

error if enroliment status (data element 23) =
4

error if residency status (data element 18) = 2
or3or4

error if > 5170 AND state college

error if > 1730 AND public cc

error if > 2650 AND public technical college

q) 99999

g) SLEAP
range 0 through 5,000

error if >5000 (out of range)

error if > (COA-EFC) & EAP >0

error if > COA-EFC

error if enrollment status (data element 23) =
4

error if residency status (data element 18) = 2
or3or4dorb

14




Data Element

Field Layout

Instructions

Error Listing Messages

32. Work-Study

a) Federal Work-Study
(federal funds plus match)

COLUMN 269-273

b) Texas Work-Study
(state funds plus match)

COLUMN 274-278

¢) Need-based
Institutional Work-Study

COLUMN 279-283
d) AMERICORPS

COLUMN 284-288

e) HB3015 Work-study

COLUMN 289-293

f) Texas Work-Study
Mentorship Program

COLUMN 294-298

numeric; right justified
rounded to full dollar amounts
if blank, will assume =0

error if non-numeric

a) 99999 a) Federal work-study error if > (COA-EFC + 300) & EAP >0
range 0 through (COA-EFC) + 300 | error if > (COA-EFC)+300
error if > 99999 (out of range)
error if residency status (data element 18) =5
b) 99999 b) Texas work-study error if >99999 (out of range)
range 0 through (COA-EFC) error if >(COA-EFC) & EAP >0
error if > COA-EFC
error if enroliment status (data element 23) =
4
error if residency status (data element 18) = 2
or3ord4or5
c) 99999 ¢) Institutional work-study error if >99999 (out of range)
range unknown error if >(COA-EFC) & EAP >0
error if > COA-EFC
d) 99999 d) Americorps error if >99999 (out of range)
range 0 through (COA-EFC) error if >(COA-EFC) & EAP >0
error if > COA-EFC
error if residency status (data element 18) =5
e) 99999 e) HB3015 WS error if >99999 (out of range)

This includes work-study funded through
designated tuition set-asides

range 0 through 99,999

error if >(COA-EFC) & EAP >0

error if > COA-EFC

error if residency status (data element 18) = 2
or3or4

error if not public university or health-related
inst

f) 99999

f) Texas Work-Study Mentorship
Program
range 0 through 99,999

error if >99999 (out of range)

error if >(COA-EFC) & EAP >0

error if > COA-EFC

error if enroliment status (data element 23) =
4

error if residency status (data element 18) = 2
or3or4or5

15




Data Element

Field Layout

Instructions

Error Listing Messages

33. Loans

a) Subsidized Stafford
Loans

COLUMN 299-303

b) Unsubsidized Stafford
Loans

COLUMN 304-308

¢) Perkins Loans
COLUMN 309-313

d) Federal PLUS Loans
(undergraduate and
graduate)

COLUMN 314-318

e) HELP Loans
COLUMN 319-323

f) College Access Loan
(CAL)

COLUMN 324-328

g) Primary Care Student

Loans

COLUMN 329-333

Report gross amount borrowed for all
loans:

numeric; right justified
rounded to full dollar amounts
if blank, will assume =0

error if non-numeric

a) 99999 a) Sub. Stafford error if >18500 (out of range)
range 0 through 18,500 error if residency (data element 18 = 5)
b) 99999 b) Unsub. Stafford error if >40500 (out of range)
range 0 through 40,500 error if residency (data element 18 = 5)
c) 99999 c) Perkins error if >6000 (out of range)
range 0 through 6,000 error if residency (data element 18 = 5)
d) 99999 d) PLUS/Grad PLUS error if exceeds cost of attendance
range 0 through COA error if > 99999 (out of range)
error if residency (data element 18 = 5)
e) 99999 e) HELP error if exceeds cost of attendance
range 0 through COA error if enrolliment status (data element 23) =
4
error if residency status (data element 18) = 2
or3or4or5
f) 99999 f) CAL error if exceeds cost of attendance
range 0 through COA error if residency status (data element 18) = 2
or3or4
error if enrollment status (data element 23) =
4
g) 99999 g) Primary care loans error if non-numeric

range unknown

error if residency (data element 18 = 5)

16




Data Element

Field Layout

Instructions

Error Listing Messages

h) FILLER
COLUMN 334-338

i) Subsidized Federal
Direct

COLUMN 339-343
i) Other long-term loans
COLUMN 344-348

k) Unsubsidized Federal
Direct Loans

COLUMN 349-353

[) BOT (Be On Time) Loan
Program

COLUMN 354-358

m) HB3015 Loans

COLUMN 359-363

h) 99999 h) DO NOT LEAVE BLANK; error if >0
ENTER 00000
i) 99999 i) Sub. direct loans error if >18500 (out of range)
range 0 through 18,500 error if residency (data element 18 = 5)
i) 99999 j) Other loans error if >99999 (out of range)
range unknown
k) 99999 k) Unsub. direct loans error if >20500 (out of range)
range 0 through 20,500 error if residency (data element 18 = 5)
[) 99999 I) BOT Loan Program error if >10340 (out of range )
range 0 through 10,340 error if enrollment status (data element 23) =
2or3or4
error if residency status (data element 18) = 2
or3or4or5
error if classification (data element 15) = 2 or
3or4d
error if > 5170 AND public university, public
hsc, state college or private institution
error if > 1730 AND public cc
error if > 2650 AND public technical college
m) 99999 m) HB3015 Loans error if > 99999 (out of range)

This includes loans funded through
designated tuition set-asides

range 0 through 99999

error if >(COA-EFC) & EAP >0

error if > COA-EFC

error if residency status (data element 18) = 2
or3or4

error if not public university or health-related
inst
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Data Element

Field Layout

Instructions

Error Listing Messages

34. Other Programs

a) Filler

COLUMN 364-368

b) HB3015 Other

COLUMN 369-373

a) 99999
For adding new programs

b) 99999
This includes other funds funded through
designated tuition set-asides

numeric; right justified
rounded to full dollar amounts
if blank, will assume =0

a) DO NOT LEAVE BLANK;

ENTER 00000

b) HB3015 Other
range 0 through 99,999

error if non-numeric

error if >0

error if >99999

error if >(COA-EFC) & EAP >0

error if > COA-EFC

error if residency status (data element 18) = 2
or3or4

error if not public university or health-related
inst
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Data Element

Field Layout

Instructions

Error Listing Messages

35. Enrollment adjustment
percentage (EAP)

If the student's COA (data element 27) or
EFC (data element 28) figures do not
correspond to the time-period in which the
reported financial aid was received,
indicate the percent by which the COA or
EFC or both should be multiplied to derive
the appropriate figure.

Example: A student's recorded family
contribution figure is for 9 months but the
student only attended one quarter. The
EAP for cost (field 069) should be 033,
indicating that in determining unmet need
for this student only 33 percent of the
reported family contribution figure should
be compared to the reported financial aid
resources.

numeric; right justified

rounded to full percentage points,
no decimal points.

Enter in 000 if cost and family
contribution figures are correct for
the period the student was
enrolled.

error if non-numeric

a) Enrollment adjustment 999 numeric; right justified error if non-numeric
percentage (EAP) for Cost do not leave blank, enter in 000

of Attendance

COLUMN 374-376

b) Enroliment adjustment 999 numeric; right justified error if non-numeric
percentage (EAP) for Total do not leave blank, enter in 000

Family Contribution

COLUMN 377-379

36. Student ID Number 999999999 numeric; right justified error if non-numeric

COLUMN 380-388

do not leave blank, enter in zeroes

Report Student ID here ONLY If
student has both SSN and Student
ID; report SSN in Element 1; ID in
Element 36

BE CONSISTENT WITH IDs
REPORTED ON ANY OTHER
REPORTS SUBMITTED TO THE
CB.
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DATABASE STRUCTURE
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(FIXED LENGTH TEXT)

Data Element FIELD NAME FIELD TYPE  FIELD FIELD  COLUMN POSITION
# LENGTH INDEXED? geginning  Ending
1A REPORT_CODE CHARACTER 1 N 1 1
1B FICE NUMERIC 6 N 2 7
1C FISCAL_YEAR NUMERIC 4 N 8 11
1D SOC_SEC_NUMBER  CHARACTER 9 Y 12 20
2 STDNT_ADJ_INCOME ~ NUMERIC 6 N 21 26
3 PARENT_ADJ_INCOME NUMERIC 6 N 27 32
4 FILLER NUMERIC 5 N 33 37
5 FILLER NUMERIC 5 N 38 42
6 FILLER NUMERIC 5 N 43 47
7 FILLER NUMERIC 5 N 48 52
8 FILLER NUMERIC 6 N 53 58
9 FILLER NUMERIC 6 N 59 64
10 FILLER NUMERIC 5 N 65 69
11 FILLER NUMERIC 5 N 70 74
12 FILLER NUMERIC 5 N 75 79
13 FILLER NUMERIC 5 N 80 84
14 ETHNIC_ORIGIN CHARACTER 1 N 85 85
15 CLASSIFICATION CHARACTER 1 N 86 86
16 DEPENDENCY_STATUS CHARACTER 1 N 87 87
17 DATE_OF_BIRTH CHARACTER 8 N 88 95
18 RESIDENCY CHARACTER 1 N 96 96
19 LOCATION_CODE CHARACTER 3 N 97 99
20 FILLER CHARACTER 30 N 100 129
21 FILLER CHARACTER 20 N 130 149
22 ZIP_ADDRESS CHARACTER 9 N 150 158
23 ENROLLMENT_STATUS CHARACTER 1 N 159 159
24 GENDER CHARACTER 1 N 160 160
25 MOTHER_HIGH_GRADE CHARACTER 1 N 161 161
26 FATHER_HIGH_GRADE CHARACTER 1 N 162 162
27 COST_OF_ATTEND NUMERIC 5 N 163 167
28 EXP_FAMILY_CONT NUMERIC 6 N 168 173
29 TUIT_EXEMPT_WAIV  NUMERIC 5 N 174 178
30 CATEGORICAL_AID NUMERIC 5 N 179 183
31a FEDERAL_PELL NUMERIC 5 N 184 188
31b FEDERAL_SEOG NUMERIC 5 N 189 193
31c TPEG NUMERIC 5 N 194 198
31d SMART_GRANT NUMERIC 5 N 199 203
31e TEG_PRIVATE_SCHL  NUMERIC 5 N 204 208
31f LEAP NUMERIC 5 N 209 213
31g HB3015_GRANTS NUMERIC 5 N 214 218
31h MERIT_TO_INST NUMERIC 5 N 219 223
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Data Element FIELD NAME FIELD TYPE FIELD FIELD COLUMN POSITION

i LENGTH INDEXED? Beginning Ending
31i MERIT_BY_INST NUMERIC 5 N 224 228
31j BYRD_SCHOLARSHIP  NUMERIC 5 N 229 233
31k STATE_NURSE_SCHLR NUMERIC 5 N 234 238
31l STUDENT_DEP_SCHLR NUMERIC 5 N 239 243
31m ACAD_COMPET_GRANT NUMERIC 5 N 244 248
31n OTHER_SCHLR_GRANT NUMERIC 5 N 249 253
310 TEXAS_GRANT_PGM  NUMERIC 5 N 254 258
31p TEOG NUMERIC 5 N 259 263
31q FEDERAL_SLEAP NUMERIC 5 N 264 268
32a FEDERAL_WK_STUDY NUMERIC 5 N 269 273
32b TEXAS_WORK_STUDY NUMERIC 5 N 274 278
32c NEED_BASED_INST NUMERIC 5 N 279 283
32d AMERICORPS NUMERIC 5 N 284 288
32e HB3015 WS NUMERIC 5 N 289 293
32f TXWS_MENTORSHIP ~ NUMERIC 5 N 294 298
33a SUBS_STAFFORD LN  NUMERIC 5 N 299 303
33b UNSUB_STAFFORD LN NUMERIC 5 N 304 308
33c PERKINS_LOAN NUMERIC 5 N 309 313
33d FEDERAL_PLUS LNS  NUMERIC 5 N 314 318
33e HELP NUMERIC 5 N 319 323
33f COLLEGE_ACCESS_LN NUMERIC 5 N 324 328
33g PRIM_CARE_STD_LN  NUMERIC 5 N 329 333
33h FILLER NUMERIC 5 N 334 338
33i SUB_FED_DIR_LNS NUMERIC 5 N 339 343
33 OTHER_LT_LOANS NUMERIC 5 N 344 348
33k UNSUB_FED DIR_LNS NUMERIC 5 N 349 353
33l BOT NUMERIC 5 N 354 358
33m HB3015_LOANS NUMERIC 5 N 359 363
34a FILLER NUMERIC 5 N 364 368
34b HB3015 OTHER NUMERIC 5 N 369 373
35a ENROLL_ADJ_COA NUMERIC 3 N 374 376
35b ENROLL_ADJ_TFC NUMERIC 3 N 377 379
36 STUDENT_ID CHARACTER 9 N 380 388
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REVISIONS TO DATABASE REPORT FOR REPORTING FY 2008
(Report due by 11/3/08)

* Institutions are to include ALL eligible aid applicants, this includes all students who are enrolled and
completed a FAFSA or TASFA. Therefore, the number of records in your file should equal the number of aid
applicants you report in your header record of your FADS file.

+ The length of each record must be extended to 388 characters to accommodate 3 new fields, the

Student 6s | DRepart€bddd, FICE ankReplort Beér (more information given below). This also

changes the header record to reflect the new record length. An example of the header record is below:
HY2K000781FAD00112008C03881500

* Your programming needs to include three fields at the beginning of each of your student records,
identical to the CBMOO1 report. Our system has been inserting those fields for you, but your student records
need to be programmed to include them. The codes are:

A Report Codei anF;

B1 FICE i your 6-digit fice code;

C1 Report Year i the 4 digit fiscal year that is being reported (ie 2008).

=+ Data Element 1 (Student Social Security Number) i Youwi | | report the student ¢
number or ID in this field. If student has both SSN and Student ID, report SSN in Element 1; ID in Element
36 (see below). Element 1 should NOT be left blank as previously stated.

* Data Element 2 (Student/Spouse Adjusted Gross Income) i All types of income and earnings

previously reported (data elements 4 through 13) have been eliminated. You will report the student/ s pous e o
adjusted gross income. The AGI to be reported should be the amount actually used to justify the financial aid

award, which may have been adjusted by the institution via professional judgment. AGI is a more useful

statistic than the other data we have been collecting.

* Data El ement 3 (Par ent & srouAvd fepor theepda rGernotsdss | andcj ounset) e d
income for dependent students only. The AGI to be reported should be the amount actually used to justify

the financial aid award, which may have been adjusted by the institution via professional judgment. If the

student is an independent student, you must report zeroes.

* Data Element 4 through 13 (FILLERS) i previously used to report Income and Earnings. If you enter
anything other than zeroes, you will receive an error. Spaces are not acceptable in these fields.

+ Data Element 20 (FILLER) i previously used to report Street Address of Permanent Address. You
wi || no |l onger have t o Ifyoapentertanythilgethes tham dlanks brémaces idtalthise s s .
field, you will receive an error.

* Data Element 21 (FILLER) T previously used to report City of Permanent Address. You will no longer
have to report the studentédés city. I f you enter any
receive an error.

* Data Element 31j (BYRD Scholarship) i previously used to report Educational Aide Exemption
Program. You will no longer report the Educational Aide Exemption separately. You should report the
exemptions in field 31n (Other Scholarships/Grants). In 2006 you were to report the Robert C. Byrd
Scholarship in this field. You will report Byrd Scholarships once again in this field.

+ Data Element 36 (STUDENTID)T report t he student 6s theBtudenthavbbeth i n
an I'D and a social security numbpeumberindkemgnoltt t he st ud

23



FREQUENTLY ASKED QUESTIONS
AND ANSWERS
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Frequently Asked Questions Index

Topic

9-month EFC and 4.5-month COA

9-month vs 12-month report

Academic Year definition

Categorical aid vs institutional grants and scholarships
Classification i mid-term changes

Educational Aides i FAFSA or Income-based awards
Enroliment status i mid-term changes

Enroliment status definitions

Ethnic origin, when refused

Exemptions for tuition and exemptions for tuition and fees
Exemptions, waivers and cost adjustments

FAFSA and residency

FERPA and FADB

Filler field contents and lengths

GEAR UP Funds

Graduates attending community colleges

Houston Livestock Show and Rodeo scholarships
International students and SSNs

Residency and military

Summer costs and resources

TEXAS Grant fAmatchingo funds
VA benefits

Which students to include

Work-study earned vs awarded

Work-study matching funds
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19
11
2
22
15
6
18
17
14
21
20
5
13
12
9
4
8
3
16
10
2
23
1
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Frequently Asked Questions

Question 1. Which students should be included?
ALL eligible aid applicants, this includes all students who were enrolled at your institution and
completed either a FAFSA or TASFA (Texas Application for State Financial Aid). Some of these
students may not have received any aid.

Question 2. What definition of academic year will need to be used for the report?
We will accept the school's definition of an academic year. However, it is imperative that the
institution be consistent in reporting from year to year. Our statistics will be valid as long as they
reflect a 12-month period, whenever that period begins or ends. Also, keep in mind that we use the
fiscal year year-end reports to reconcile against your FADS report. So, if you use Fall/Spring and
Summer, then you will be able to easily reconcile your programs.

Question 3. We have many people (especially international students) who have no social security
numbers. Could we just use nine zeros for the student identification numbers for all of them?
NO. Please use unique numbers for each individual. Since this database is often matched with other
CB databases, you must use the SAME number you have used to report the student in either the
CBM or TEXAS Grant Student-by-Student reports.

Question 4. We are a community college, but we have students enrolled who have Bachelors,
Masters or PhDO&s. How should they be classified?
They should be classified based on the course work they are taking at your institution.

Question 5. Can we use the FAFSA as our source of residency information?
No. Public institutions should use the classification assigned by your registrar or admissions officer.
If you are using an electronic system, make sure you can tell the difference between nonresidents
getting to pay the resident rate because of waivers and regular residents. If you are a private
institution you must also follow state residency laws and rules. The Coordinating Board can provide
you a residency questionnaire for this purpose.

Question 6. Should students receiving only Educational Aides Exemptions be included in the data
file? (If need is calculated based on the income method rather than the federal methodology,
schools do not have all the demographic information included in a student record.)
No. Such students should not be reported, unless they qualified based on the FAFSA or TASFA.
The only Educational Aide students that should be reported in data element field 31n (Other
Scholarships or Grants), are those that qualified based on the FAFSA or who received other types of
need-based aid.

Question 7. Where should money that the institution uses to cover the shortfall between the state
TEXAS Grant amount and Actual Tuition and Fees be reported?
This should be reported in the field relevant to the funds (Pell for Pell, TPEG for TPEG. If institutional
aid is used, report data element 31n (Other Scholarships or Grants).

Question 8. Where should The Houston Livestock and Rodeo Scholarship be reported?
It should be reported under data element 30 (Categorical Aid).
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Question 9. Where should GEAR UP funds be reported?
It should be reported under data element 31n (Other Scholarships or Grants).

Question 10. How should summer costs/resources be handled?
They should be added in with regular semester costs/resources on an individual student basis. Be
sure each student is reported only once for the academic year, but include all of the student's relevant
costs and resources. DO NOT report nine-month and summer data separately for a single student.
Although such an approach would not necessarily distort aggregate cost or resource figures, the total
number of students would be wrong, and all calculated average costs, resources, etc., would be
significantly distorted.

Question 11. Is this strictly a 9-month report, or should summer be included?
This is an ACADEMIC YEAR report, and summer should be included. Make sure each student is
reported only once, but that his/her cost and resource figures reflect his/her full period of enrollment
during the relevant academic year.

Question 12. What information should be entered in the filler fields and how long should the filler
fields be?
No numeric fields should be left blank. For filler fields that are numeric, enter in 00000 and spaces for
character fields, unless you are advised by our office that a filler field has been activated. The filler
fields are reserved for future programs. All data elements 27 through 34b are five digits long except
data element 28, which is 6 digits.

Question 13. If the student marks "no" to the question on the free aid application regarding the
release of information to the state, can the schools report the data?
Yes. You are submitting data to us for reporting purposes, not to determine whether the student is
eligible for a state financial aid award.

Question 14. What do we do if the student refuses to give his/her ethnic origin?
In data element 14 (Ethnic Origin) we have option 7 (Unknown or Not Reported) which may be used
for students refusing to report their ethnic origin.

Question 15. When is the report to be "as of"? That is, do we take classification from spring
semester or fall?
Report fall classification for the year being reported. That is, for the 2007-08 academic year, you will
need to report fall, 2007 classifications.

Question 16. How should persons stationed in Texas by the military be classified with respect to
residency?
If their state of record with the military is not Texas, they must be reported as nonresidents, even if
they are receiving waivers and are allowed to register by paying the resident rate. They are
nonresidents. If their state of record with the military is Texas, they are Texas residents. Make sure
you can tell fr om vy onecordsavtiatherarsindioidual is a regidens dr singply & s
nonresident who gets to pay the resident rate.

Question 17. For data element 23, Enrollment Status, how are the terms defined?
Make sure your report is reflecting the following:
In general, for undergraduates:
full-time = at least 12 hours per semester
Y2 time = 9-11 hours per semester
14 time = 6-8 hours per semester
less than %2 time = fewer than 6 hours per semester
For graduates:
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full-time = at least 9 hours per semester

¥, time = 7-8 hours per semester

14 time = 4.5-6 hours per semester

less than ¥z time = fewer than 4.5 hours per semester

Question 18. If the student's enrollment status is different from semester to semester, which term's
enrollment status should we report?
Report the highest enrollment status of the student during the reported academic year.

Question 19. My reporting system is based on 9-month cost and family contribution figures. If a

student fails to return in the spring, the system automatically adjusts the awards going to the

student, but cost and family contribution figures are not revised in my system. What should | do?
You cannot just report the data as shown on your system, since they will indicate a significantly
inflated unmet need for the student. The best way to handle it from OUR perspective is for you to go
in and adjust your cost and family contributions to appropriately correspond to the time in which the
student was enrolled and receiving aid. If your system does not allow you to do this with any ease,
you will need to report an "Enroliment Adjustment Percentage" for Cost of Attendance and/or Family
Contribution as indicated in data element 35a and 35b of the report. This is the percentage by which
your cost and/or family contribution figures should be multiplied to derive accurate figures for the
period of enroliment. The percentage is expressed in whole numbers (no decimal points). If the cost
and/or family contribution figures do not need adjustment and are accurate for the student's period of
enrolliment, enter zeroes for data element 35a and 35b. If the cost only needs to be adjusted, but not
the family contribution, enter the percentage in data element 35a and put zeroes in data element 35b
and vice versa.

Question 20. The cost figures we have in our system have already netted out any tuition exemption
or waiver received by the student. Do we have to add exemptions or waivers back in to our cost
figures to derive data element 27, just so we can then report them and have them taken back out at
data element 297

Yes. You will need to report full cost and report exemptions/waivers as resources.

Question 21. Are tuition AND fee exemptions to be reported or only tuition exemptions?
Both tuition and fee exemptions should be included in data element 29.

Question 22. Should any of the awards listed for data elements 31a-31q (Grants and Scholarships)
be included in data element 30 (Categorical Aid)?
No. Categorical aid is aid the student brings to the school (such as a PTA scholarship); the
institutional aid office did not package such aid for the student (the school did not get to select the
recipient.). Grants and Scholarships listed in data elements 31a-31q are awarded through the
institution and should NOT be included in data element 30.

Question 23. Where should VA benefits be reported?
Under categorical aid (data element 30).

Question 24. For work-study, what should be reported, amount awarded or amount earned?
Amount earned.

Question 25. For Texas Work-Study, should only state funds be reported or should matching funds

be included?
You need to include state and matching funds.
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THE REPORTING CYCLE

Sequence of Activities
Sequence of Activities Flowchart
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Sequence of Activities

A. Our first step is done in April. We ask each Financial Aid Officer to confirm the i g e n eimailaddress
that begins with fadmail@institution or fad-mail@institution. We then update our file.

B. The institutions then submit their files to our office. They are sent electronically and the institution
receives almost immediate confirmation that we have received the file. This does not mean that the file is
correct;it si mply means that the institutions®é transmissi

C. Our computer edits are performed and an error listing is automatically generated. The notification to
retrieve your error listing is sent to the generic e-mail address for each institution. The processing times are:

Report in by Edit report ready (approx)
6:00 a.m 7:00 a.m

8:00 a.m 9:00 a.m

10:00 a.m 11:00 a.m

1.00 p.m 2:00 p.m

3:00 p.m 4:00 p.m

6:00 p.m 7:00 p.m

D. The school then makes corrections as indicated on the error listing and resubmits its file. We monitor the
time delays in receiving responses from institutions. If more than 2 days pass between the sending of our
error listings and the receipt of a response from the school, we will contact the institution through the generic
email address. All edits need to be resolved by December 1.

THE CYCLE IS REPEATED UNTIL ALL ERRORS HAVE BEEN RESOLVED.

E. The steps mentioned above should eliminate the possibility of schools being unaware of the status of
their reports. Therefore, we plan to send letters to Presidents of institutions for anyone that has not
completed the deadlines.

F. Once your file is error free, a certification form and final Excel files are sent to you for review and
signature. These are sent to the generic email address.

REMINDERS

Special Circumstances i Overriding our Limits: In those cases in which we have identified correct data
as errors, you will need to send us something in writing that indicates the information is correct and that you
authorize us to override our editing process to accept the unexpected value. The written statement should
be e-mailed to Tanya Sifuentes at Tanya.sifuentes@thecb.state.tx.us. If such an override is used to resolve

the final error(s) remaining i n aacopypofodrindgssageitoonds f i |
I nformation Services, indicating the school és report
database.
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mailto:fac-mail@institution

FINANCIAL AID DATABASE SEQUENCE OF ACTIVITIES

A B
e-mail addresses sent to e-mail addresses are
institutions for confirmation updated
C D
Institution submits data immediately File receipt confirmation
file sent
24 hours F
E
Error report notification sent
CB computer performs 24 hours to Institution that includes
edits program totals that need to
be checked for accuracy
G H

Entire file re-submitted by

immediately

Institution after correcting
errors

24 hours

CB computer performs

24 hours

File receipt confirmation
sent

J

edits

K

Error report notification sent
to Institution that includes
program totals that need to
be checked for accuracy

Repeat steps G-J until all
errors are resolved

=

Certification and Excel program and

demographic file summaries sent to

institution for reconciliation against
program year end reports.

M

Repeat steps G-L until
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TECHNOLOGY

Header and Trailer Records
SFTP Instructions for Transmitting Your File
Manual for Data Entering into Online Web System
To be used by Institutions without SFTP capabilities ONLY
Security of FADS data
Related Questions and Answers
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Header Record Format

Header Record Example:

HY2K000781FAD00112008C038801500

Value Position Length
Item #1 File Label-Id HY2K 1 4
Item #2 Institution Code 6 digits 5 6
FICE - (Numeric) (i.e. 000781)
Item #3 Data Identifier FADOO1 11 6
Item #4 Semester in which Fall=1 17 1
report is due
(Numeric)
Item #5 Yeari YYYY 2008 18 4
(4 digits) State fiscal year covered by report
(Numeric)
Item #6 Record Type (C)omplete Report 22 1
Item #7 Length of Data 0388 23 4

records (Numeric)
ltem #8 Number of Aid 5 digits 27 5

Applicants (Numeric) (i.e. 01000)
(right justified and leading zero filled)
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TRAILER RECORDS

Trailer example:

EOF100975
Value Position Length
ltem #1 File Label-ID EOF1 1 4
ltem #2 Record Count Number of data 5 5
(Numeric) records in file
not including AHeader o
And ATrailero records
Reserved for Future Use (spaces) 10 71
Total Record Size 80
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Install SSHSecureShellClient-3.2.9

Open Internet Explorer and type this address: ftp://metalab.unc.edu/pub/packages/security/ssh/
The following screen will display:

& ftp:/imetalab, unc.edufpub/packagesfsecurity/sshi - Microsoft Internet Explorer, ._ Elb__(l
File Edit ‘iew Favorites Tools  Help 'l.;’
eBack v \_/' lﬁ }:\J Search i Folders -

Address @Ftp:,l',l'metalab.unc.edu,l'pub,l'packages,l'security,l'ssh,l' V| Go  Links ®

Marne Size | Tvpe Madified

Folder Tasks [ contrib File Folder 51542003 12:00 AM
@ REEas T patches File Folder 511572003 12:00 &M
: HOWTO-CHECK-SIGNATURES 4.71KE File 6/16/2000 12:00 AM
Gy Mave this item [E LaTEST-15-55H-3.2.9 Dbytes 9Fils £/21§2001 12:00 &M
[ Copy this item =) L1cense 159K File 61112002 12:00 AM
3 Delete this ieem README 55H2 15.9KE 53H2 File £/30/2003 12:00 AM
README-MASTER-SITE-MOVED 542 bytes  File /2212000 12:00 AM
ssh-1,2,33 bar gz 0,96 ME &2 File 1/17/2002 12:00 &M
Other Places ssh-1,2,33 bar.gz.sig 152 bykes  S1GFile 1/17/2002 12:00 &M

, 55H1-DISTRIBUTION-KEY-R5A, ast 2.23KE  ASCFle 7/312000 12:00 &M
(1 secury [ ssHz. qUIcksTART O11KE QUICKSTARTFle  5/25/2000 12:00 &M
(3 My Documents 35H2-DISTRIBUTION-KEY-DSA, asc 3.05KE ASCFile £/16{2000 12:00 AM
& My Netwark Places 55H2-DISTRIBUTION-KEY-R5A, as 3.89KE  ASC File 6162000 12:00 AM
ssh-3.2.5.5pec 8.04KE SPECFile 9/18/2003 12:00 AM
ssh-3.2.9,1.kar.gz Z16MB G2 File 12/3/2003 12:00 &M
Details ssh-3.2.9,1.tar.gz.sig-gpg 72 bytes  SIG-GPG File 12/3{2003 12:00 &AM
ssh-3.2,9,1.kar .02, sig-paps 260 bytes  SIG-PGPZ File 12/312003 12,00 &M
5sh-3,2,9,1.kar.gz. sig-pgps 65 bytes  SIG-PGPS File 12)3/2003 12:00 &M
i cureshelClient-3.2.9 5.26MB  Application 312442004 12:00 &M
User: Ananymous ' Internet

Double click on SSHSecureShellClient-3.2.9.exe. This dialog box will be displayed.

File Download - Security Warning

Do you want to run or zave this file?

Mame: 53HSecureshelClient-3.2.9.exe
Type: Application, 5.26 ME

Fram: metalab.unc.edu

Bun ][ Save ]| Cancel |

patentially harm your computer. [F you da not trust the source, da not

@ Yhile filez from the Internet can be useful, this file twpe can
i ar gave this software, What's the risk?

Click on the Save button. The dialog box will pop up and ask you the location where you want to save this .exe file.
Click the Save button to download the file.
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ftp://metalab.unc.edu/pub/packages/security/ssh/

Save As @

Save in; |iq|-LD|:aIDisk [C:) Vl £ ? ? [

e I)Database
ﬁ IS Developmert
My Recent I Documents and Settings
Documents | |[Z5)Drivers

g IC7)Encoded Files
r -
|- ) Inetpub
Deskiop .2 Judament Reports
I Misc
. M3OCache
_’_j IZ=)Program Files
Receipt
My Documents (D)Receip
) Temp
; ) WINDOWS
Tjj)_g ) wiTemp
' Wl 55H5ecureshellClient-3.2.9.exe
by Computer
.% File narne: SSHSecureShellClient-3.2.9.exe w | I Save l
My Metwork. | Save as ype: |-"-"-pp|i-:atinn = | [ — ]

After the download is done, go to the location where you saved the .EXE file.
Double-click on the box icon (SSHSecureShellClient-3.2.9.exe). The following screen displays. Click on the Run button.

Open File - Security Warning

The publizher could not be verified. Are you zure you want to
run thiz software?

Mame: 55H5ecureshellClient-3.2.9.exe
Publizher:  Unknown Publizher
Type: Application
Fram: <

Alwayz ask before opening this file

Thisz file does not have a walid digital signature that verifies its
publisher. ¥ou shauld anly run zoftware fram publishers wou st
How can | decide what software bo nun?

This screen displays. Click on Next button
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55H Secure Shell for Workstations 3.2.9 Setup E|

Welcome to the SSH Secure Shell for
Workstations 3.2.9 setup wizard.

Thank vou for downloading 55H Secure Shell for
Workstations, Thiz iz a non-commercial version of the
goftware, which does not zupport certificates or PRI

To continue, click MNext,

Cancel |

This screen displays. Click on the Yes button.

55H Secure Shell for Workstations 3.2.9 Setup

License Agreement

Please read the following license agreement carefully,

Prezs the PAGE DOWHN key ta see the rest of the agreement.

Mon-commercial Wergion License agreement for S
S5H Secure Shell for ‘Workstations 3.2

S5H Communications Security Corp

S5H® Secure ShellTH] License Agreement

S5H COMMUMICATIONS SECURITY CORP ["SSH"11S WILLING TO
LICEMSE THE 55H SECURE SHELL FOR “#ORESTATIONS 3.2 SOFTwARE
AND ACCOMPANYING DOCUMEMTATION [COLLECTIVELY, "SOFTWARE")
LPOM THE COMDITION THAT “0U ACCEPT ALL OF THE TERMS OF THIS

W

Do you accept all the terms of the preceding License Agreement? IF vou choose Mo, the
zetup will cloze. Toinstall 55H Secure Shell, you must accept this agreement.

< Back Yes Hao

The following screen displays. Click on Browse button to select the location where you want to save this application.
Click Next.

37



55H Secure Shell for Workstations 3.2.9 Setup

Choosze Destination Location

Select folder where Setup will install files.

Setup will install S5H Secure Shell in the following Falder.

To install to this folder, click Mext. To install to a different folder, click Browse and select
another folder.

Dezstination Folder

C:MNS5H Secure Shell Browse. ..

< Back

Cancel |

The following screen appears. Click Next.

55H Secure Shell for Workstations 3.2.9 Setup

Select Program Folder

Pleaze zelect a program folder.

Setup will add program icons to the Program Folder listed below. v'ou may type a new folder
name, or zelect one from the existing folders list. Click Mest to continue.

Erogram Folders:

S5SH Secure Shell

E xizting Folders:
Administrative Tools

kacromedia HomeSite 5

Microgsoft MET Framework, SOF, +2.0
Micrazoft Office 1
Microzoft SOL Sereer

Microzaft SOL Serer 2005

Microzaft Wizual Studio MET 2003

Microzoft Wisual Studio 2005

[

5.4

< Back MHewt > | Cancel

The following screen appears. Click Next.
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55H Secure Shell for Workstations 3.2.9 Setup
Select Components

Chooge the components Setup will install.

Select the components vou want to install, and clear the components you do not want to

inztall.
b ! Dezcription
Dracumentation Add Secure Shell client icons
Cormrmand Line T ools to the desktop.

[w]Add Command Line Toals to Path

Space Required on C; g200 K,
Space Available on C 13 E43664 K.

¢ Back Mext » | Cancel |

The following screen appears. Click Next.

55H Secure Shell for Workstations 3.2.9 Setup

Check Setup Information

Setup haz enough infarmation to beagin the file-transfer operation. |F you want to review ar

change ary of the settings, click Back. 1f pou are satisfied with the zettings, click Mesxt to
beqin copying files.

Current Sethings:

Lizenze tupe: non-commercial
Installation folder: C:%55H Secure Install
Start menu falder: S5H Secure Shell
Selected optional components;

-Desktop lcons

-Diocumentation

-Command Line Toolz

-Add Command Line Toals ta Path

< Back

Cancel

The following screen displays. Click Finish.
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Setup Complete

Setup has finizhed instaling SSH Secure Shell on vour
computer.

You have now installed SSH Secure Shell.
There will be two icons on your desk top -

only use the one that is named SSH Secure File Transfer Client.
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What You Will See On the User Side

Go to your desktop. You will see two more icons on your desktop as pictured below.
Double-click on the SSH Secure File Transfer Client icon located on your desktop.

S5H Secure
Shell Client

The following screen displays i the files shown will be a mirror of your desktop:

£l - defaultsftp - SSH Secure File Transfer
| B ER Vew Operstion Window Hep |

3t @E| e EE WU o e

]— 5| 85) |
';j]quckcm ) Profies

At ok x| o a3 am

I.ocal Name /| Size | Type  a| | Remote Name | Size | Type
My Documents System

i My Computer System

& My Network Places System

2 Recycle Bin System

& Internet Explorer System

E% HP System Management Ho... 1,259 Shortcu

[ Security Configuration Wizard 1,367 Shortcu

$I155H Secure File Transfer Chent 1,931 Shorteu

}":JSSH Secure Shell Client 985 Shortcu

o3 Tunneber 2,082 Shortcy

B3vaut 2,379 Shortcy

_")File Setting Dispatch File Folc

)Files File Folc__|

& Dispatch.exe 590 Shortcu

'»’1 Shorteut to My Computer 104 Shortj_'_'

< | o | i
Transfer | Queue |
/| SourceFile | Source Directory | Destination Directory | Sge Status | Speed | Time |
K| |+

Not connected - press Enter or Space to | | I RAIT 4

Click on the Quick Connect button to launch login window.
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-I-' Host Mame: |3ftp.theu:|:u.state.t:-:.us Cannect |
= o

Connect to Remote Host

= Uszer Marne: |fEIS ool Cancel |
Part Mumber; |22
Authentication Method: |F'assw-:|r|:| j

Enter your 6-digit fice code in User Name, e.g. fas99999900.

Enter your password i remember it is case sensitive.

Enter Password

xxxxxxm1

Pazzword:
Cancel
To submit a file for editing, you will drag your file from the leftmost pane of this view and drop it onto the empty white

space of the right pane. If you drop this file on top of the OUTPUT folders, you will be inadvertently placing your
submission in your OUTPUT folders, whereby it will not be picked up and processed by our pre-edit application.
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