NASFAA Compliance Engine Manual: Policies &
Procedures (P&P) Builder User Guide

NATTONAI ASSNCTATTON OF STIIDFNT FINANCTAI ATD ADMTNTSTRATNRS




Contents

Table of Contents

What is the COMPIANCE ENGINE? .....uiiiiiiie e cccciieeee ettt e e e e e ee e e e e e e e se bt ateeeeeeeeesastaeaeeeaeaesasstsaaeaaeeseaassssaaseeeesssasnnsreenees 2
POlICIES & ProCeAUIES BUIIAEN ... coiiiiieiieeeeee ettt ettt b e st e s st sat e et e e bt e b e sbeesheesanesanesabe e beenneenns 3
LGy o= ] =Y =T SR PRPRRNt 3

Y olol =Ty Y= 1Y/ = T o LU = 1K PSP 3
STArtiNG @ NEW IMANUAL ...t e e st e e sttt e e s st e e e s e bee e e e s beeeeeaabeeeeesabeeeeesasaeeeesabeeeeesaneeeeenareens 3
SEAICI IMMANUAIS ...ttt ettt et s b et e b et e st e s bt e e sa b e e e b e e e aate e s bt e e sab e e e beeeanteesabeeesabeeeareeeneeesreeeans 4
WOTKING iN The P&P BUITHET ..ottt ettt e e st e e s s e e e s st ee e e e abeeeeenabeeeeesabeeeeesabeeesssaseeesennsenns 5
SECHIONS OVEIVIEW ..o ieiiiiiiiiiiii ittt e e s b et e st bt e s b et e e s bbbt e e sbb b e e e s bbb e e e s bbb e e e sbbb e e e ssbaeeesanraeeesas 6
0= 0 0 1T PP PPP PR OPPRN 6
FIlling in YOUT POlICIES & PrOCERAUIES ......veiiiiiiiiecciiee e ettt e ettt e ettt e e e e ae e e e ate e e s s abeeeeeabaeeesasbaeesensbaeeeasseeeeessaeeeanstaseeannsenas 8
POLICIES OVEIVIEW ....eeeiieetee ettt ettt ettt ettt e st e s bt e at e e s beeesubeesa b e e s abeeesabeeaabe e e ateesabeeesaseesabeesabeeesabeeeaseeeanseesareeesareesn 8
PrOCEAUIES DVEIVIBW ....eiiiiieiiiie et ettt et e st e ettt e st e sttt e s ate e sttt e subeesabeesabeeesabeeeabeeaaateesabeeesaseesabeesabbeesabeeeasseennseesareeasaseesn 8

FA¥o o g 0o Yo =T o | AR PROUPPRN 8
WYSIWYG ..ttt ettt e bt e s b e she e s a et sat e et e e bt e b e e b e e e be e sae e e ateea b e et e e nbeesheesabesabeeabe e be e beeabeesneesaeeennean 8
ASSIZNING MANUAL TEEIMS ...ttt et e e et e e et b e e e e s bte e e e s abtee e e asaeeeeasssaeeaaaseeeeeanstaeesansbaeeeanssaeesansseeasansenas 14
YA Y T o TU Y I DT o] oo - PRI 16
IMLANUGIS ACTIONS ...ttt ettt ettt ettt e st e sttt e bte e sttt e bbeesabeesabeeesabeesabeeebbeesabee e bbeessbaesabaeesabeesabeesanteesareeennres 16
R0 T 2= o o o RN 16
PRINE IMANUAL .ttt h et st sttt e b e bt e s bt e e bt e s ae e e a s e et e e beesheesaeesabesabeeabe e be e beeabeesmeeeneeennean 17
ATCRIVE <ttt et ettt b e e bt e s bt e s bt e e a et e a et et e ekt e eh e e ehe e ehe e eabeea bt e bt e b e e eb e e eheeeae e et e e teenbeenbeenheesanenas 17

D BT ..ttt ettt ettt h e bt sh et s a bt e bt e bt e b e e bt e eh et eae e e a et e ARt e bt e ehe e eheeeheesabe e beebe e bt e eheeaneeeaeeenreentean 17

01 Te Lol o Y ot Y =Y 4TV 18
Manage AsSIZNEE NOTIICAtIONS. ... .iiiiiiiiee e e e e e e et e e e e b te e e e abee e e s abeeeeesnseeeessaneeas 18

L a1 CT O AT g T=T Y o TR 18
ROIOVET INSTIUCTIONS ..ttt ettt ettt ettt he e s at e st st e bt e bt e s b et s ae e sae e e ae e ea bt e sbeesheesanesabe e bt e be e beeaneesmeeenneenneen 18

© 2020 NASFAA 1



What is the Compliance Engine?

The NASFAA Compliance Engine is an online tool built for financial aid administrators to effectively manage compliance
administration in a centralized, shared online space.

There are two modules of the Compliance Engine: Self-Evaluation Checklists and the Policies & Procedures (P&P)

Builder. The Compliance Engine's Self-Evaluation Checklists module includes checklists from the NASFAA Self-Evaluation
Guide and is complimentary for all NASFAA members, included with your dues. The P&P Builder module guides you step-
by-step through the creation of a centralized, accessible policies and procedures manual. Standard and Value members
can request an invoice to add the P&P Builder subscription to their annual membership for $99/year, per institution.
Each year, members will have the opportunity to keep or remove the P&P Builder from their renewal invoice. Value Plus
members receive complimentary access to the P&P Builder as part of the Value Plus package.

Both modules of the Compliance Engine will also work on a mobile device such as a smartphone or tablet, but content
length may be challenging on a smaller device.

Feedback and Questions

NASFAA welcomes your Compliance Engine feedback, suggestions, and questions via the Compliance Engine Feedback
Form.
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Policies & Procedures Builder
NASFAA's Policies & Procedures (P&P) Builder allows schools to copy, paste, and format new and existing policies and

procedures content in one centralized tool.

Getting Started

The P&P Builder Module of the Compliance Engine is accessible for members with the P&P annual subscription at
http://compliance.nasfaa.org/PP. If your institution is a NASFAA member & has paid for the P&P annual subscription,
you can use the P&P Builder. If you do not have a NASFAA.org username & password, please visit nasfaa.org/register. If
you are not sure if your institution paid for the P&P annual subscription, please contact the Membership Team at
nasfaa.org/membership help or (202) 785-0453 ext. 1.

Accessing Manuals
Once you have logged in using your NASFAA credentials, you will be on the P&P Builder Module start page, shown
below. From this page, you can either start a new manual or search through previously created manuals.

r._-‘,\ NASFAA
(&Y P&P
.4 BUILDER MY MANUALS  ASSIGNMENTS

A COMPLIANCE ENGINE HODULE

Start A New Manual

When naming your manual, we suggest including the academic year in your manual name, such as “University of School's 2018-19 Policies & Procedures.” Proceed to
enter your manual content. After you've selected “Save” or “Save and Proceed” in any section, your manual will be available in your My Manuals dashboard. Once
saved, P&P manual compenents can be assigned to staff on your institution/organization roster and, across departments.

Locking for an easy way to move your policies & procedures from one year to the next? This step-by-step guide will take you through the rollover process.
We welcome your feedback and suggestions via the Compliance Engine Feedback Form.

NASFAA is pleased to offer options for schools that want help with this work from experienced professionals. Blue Icon Advisors, NASFAA Consulting, is a separate,
limited liability corporation (LLC) whelly owned by NASFAA. The growing team of consultants are some of the most knowledgeable people in student financial aid who
have worked at the director-level up to presidential, cabinet-level positions. Financial Aid Services (FAS) has tenured consultants with deep financial aid knowledge who
can do the heavy lifting for you.

Enter a custom name for your institution's Policies & Procedures Manual:

|'i,-:t:“ ame

(O Limit access of this manual to owner and assignees, only. Other users in your organization will not be able to view this itemn, but the manual will still appear in
organization lists. Owners and Primary Contacts are able to transfer ownership of items with this setting.

@ Allow anyone from my organization read-only access to this manual. Owner and assignees can make changes, owners and Primary Contacts can transfer ownership.

Search Manuals

Enter a term to search saved and new manual templates and if selected, user-entered content. You may wish to make your search term specific to limit results.

Include User-Entered Content
Include Archived Content

Starting a New Manual

Under “Start a New Manual”, enter a custom name for your institution's P&P Manual. When naming your manual, we
suggest including the academic year in your manual name, such as “University of School’s 2019-20 Policies &
Procedures.” When you create a new manual, you automatically become the owner of it and you can make assignments
to colleagues within the manual (more to come on assignments later in this guide).
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You may limit access of your manual to owner and assignees, only. Other users in your organization will not be able to
view this manual, but the title of the manual will still appear in your organization’s list of manuals. Manual owners and
organization Primary Contacts are able to transfer ownership of items with this setting selected.

_o r_

You can allow anyone from your organization read-only access to this manual. Owner and assignees can make changes,
and owners and Primary Contacts can transfer ownership.

Search Manuals

At the bottom of the “Start a New Manual” page, you can search for a manual by entering a keyword. Check the box
“Include User-Entered Content” to browse through comments entered by yourself or your collaborators on previously
created manuals or check the “Include Archived Content” to expand your search to previously created & archived
manuals.

On the search results page, you can sort the manuals by name or date created. You can also perform a keyword sub-
search of name and description to help narrow down results. Select the name of any of the manuals on the results page
to begin your work.

— NASFAA
Colly
BUILDER MYMANUALS  ASSIGNMENTS  START A NEW MANUAL

A COMPLIANCE ENGINE HOOULE

Search Results

Enter a term to search template and, if selected, user-entered content. You may wish to make your search term specific to limit results.

cash management Include User-Entered Content & Include Archived Content

Keyword: cash m
1 Result
Sorted by: Manual Name | Date Created

My Saved Manuals

Your search term appears in the following manuals. Select an item to work within that manual, or review manuals managed by your colleagues, Manuals marked as Private by
owners will not display in search results.

Laura's test manual 3-13-17 March 2017
Tab: Section &: Applications and Forms

Item: 6.3 Deadlines
Tab: Section 18: Appendices

Itern: 18.1 Forms and Correspondence

Keyword: cash management
1 Result
Sorted by: Manual Name | Date Created

New Manuals

Your search term appears in a newer version of the Policies & Procedures Builder template. Select the item to create a new manual using this template. You will have the
option to copy existing work into the new template.

2018 Policy & Procedure Manual February 2018
Tab: Section 5: Student Consumer Information Requirements
Iterm: 5.1.14 Arrangements with Finandial Account Providers, Including Tier One (T1) and Tier Two (T2) Arrangements
Tab: Section €: Applications and Forms
Item: 6.3 Deadlines
Tab: Section 11: Disbursements
Item: 11.1 Definition of Disbursements and Disbursement Methods
Tab: Section 18: Appendices
Item: 18.1 Forms and Correspondence
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Working in the P&P Builder

After you have created a new manual, you will be shown its table of contents with each of its sections.

Welcome, Laura GO TO COMPLIANCE ENGINE

NASFAA
Ce P&P
BUILDER MY MANUALS ASSIGNMENTS START A NEW MANUAL

A COMPLIANCE ENGINE MODULE

laura test 9-18-19

Contents | 1: Manual Introduction ti \dministr: Org and Offic agement S on 3: Financial Aid Pro;

Section 1: Manual Introduction

Section 2: Administrative Organization and Office Management

Section 3: Financial Aid Programs

Section 4: Institutional Requirements Relating to Educational Loans

Section 5: Student Consumer Information Requirements

Section 6: Applications and Forms

Section 7: File Review

Section 8: Student Budgets

Section 9: Awarding and Packaging Financial Aid
Section 10: Professional Judgment (P))

Section 11: Disbursements

Section 12: Satisfactory Academic Progress

Section 13: Return of Title IV Funds

Section 14: Institutional Refunds

Section 15: Title IV Fraud
Section 16: Audits

Section 17: Reserved for Institution

Section 18: Appendices
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Sections Overview

Each section in the table of contents appears in the black navigation bar as an individual tab. NASFAA selected these
sections because these are areas in which policies and procedures are either explicitly or implicitly required for
participation in the Title IV programs. Select the green “Proceed” button in the bottom right corner to move to the first
tab in the manual - which is the “Section 1: Manual Introduction” tab in our example shown above - or select any section
from the table of contents shown on the page, or in the black navigation bar, to begin. You will be presented with
comprehensive policies & procedures recommendations, as shown below.

Welcome, Laura GO TO COMPLIANCE ENGINE
Foay NASFAA

L8 P&P
BUILDER MY MANUALS ASSIGNMENTS START A NEW MANUAL

A COMPLIANCE ENGINE MODULE

laura test 9-18-19

view/Add gnments Comments

Section 7: File Review Section 8: Student Budgets Section 9: Awarding and Packaging Financial Aid Section 10: Professional Judgment (P])

3 COLUMN(S) DISPLAY ~

RESOURCES ITEM Show All irem Comments | Expand All lems | Collapse All ltems DUE DATE COMPLETE?
¥ 9.1 PACKAGING PHILOSOPHIES “ O
¥ 9.2 AVAILABLE FUNDS AND NUMBER OF ELIGIBLE STUDENTS n O
4 921 CAMPUS-BASED PROGRAM AMOUNTS n O

Schools are entitled to deduct an administrative cost allowance (ACA) for each campus-based program's allocation from which it
spends funds. The ACA can be usad for institutional expenses incurred to administer these programs, but the scheol is not
required to claim it; instead, schools may use their full allocations for student awards. The ACA for all three programs may be
deducted from any or all of the individual programs. Whether and how the school claims the ACA determines the amount of
available campus-based dollars to be awarded.

Policies

Describe your school's policies regarding the use of the ACA and who is responsible for deciding whether it will be claimed.
Explain how this decision affects the packaging process and the campus-based aid dollars available for awarding students.

Procedures

The section you are working on - “Section 9: Award and Packaging Financial Aid” in the example above - will be
highlighted in bright white font in the black navigation bar, so you can keep track of which section you are on. In the
navigation bar, you can scroll through the sections to move to a new area within the manual.

Items

On this page, you will see several subsections listed under the “Item” column. This column includes all the areas you
need to address, with a subsection at the end for institutional items, in this section to have a comprehensive P&P
manual.

© 2020 NASFAA 6



To the left of the “Item” column is the “Resources” column where you will find links to the corresponding Compiled Title
IV Regulations on NASFAA.org, FSA Handbook, or ED announcement reference which will open in a separate browser
window, so you do not lose your place in the manual you are working on.

For each “Item”, you can select the “Add Comments” icon to the right of the title and type in any concerns for that item,
as shown below. After you are done typing your comment, select the blue “Add Comment” button below it to save it to
your manual. Comments can be seen by other users at your institution but will not be exported into the final P&P
manual.

Section 7: File Review Section 8: Student Budgets | Section 9: Awarding and Packaging Financial Aid | Section 10: Professional Judgment (PJ)

3 COLUMM(s) DISPLAY ~

RESOURCES ITEM Show All lcem Comments | Expand All lcems | Collapse Al Items DUE DATE COMPLETE?

¥ 9.1 PACKAGING PHILOSOPHIES n O

4 9.2 AVAILABLE FUNDS AND NUMBER OF ELIGIBLE STUDENTS w O

Adding a note here to myself to come back to this sectlon.|

The blue “Assign P&P Items” button on the top right above the manual allows you to make assignments to anyone at
your institution who is on your NASFAA membership roster. If you have assigned manuals or items to others on your
staff, the due date for that assignment will appear in the “Due Date” column. Thorough details about assignments are in
the “Assigning Manual Items” section of this manual.

Welcome, Laura GO TO COMPLIANCE ENGINE

D E R MY MANUALS ASSIGNMENTS START A NEW MANUAL

Section 7: File Review Section 8: Student Budgets Section 9: Awarding and Packaging Financial Aid Section 10: P1 »

3 COLUMMN(S) DISPLAY ~

RESOURCES ITEM Show All ltem Comments | Expand All ltems | Collapse All ltems DUE DATE COMPLETE?
9.1 PACKAGING PHILOSOPHIES [ o] O
Policies

Many financial aid offices use the school’s mission as the basis for their packaging philosophies and
objectives for awarding student financial aid funds. Describe your packaging philosophies for
awarding all types of financial aid, both need-based and non-need-based. Pro information
regarding any strategies used, such as leveraging or gapping. State the obje s of these strategies
(2.2, to atiract & certain type of student, for retention purposes, to aid as many students as possible,
to aid the neediest students to the maximum extent possible, etc)

© 2020 NASFAA 7



Completion of Subsections and ltems

The Resources, Item, Due Date, and Complete? columns appear by default on every subsection and item in the P&P
Builder module. You can customize your view by selecting the “3 Column(s) Display” button in the top right corner and
selecting which columns you would like to display.

When information is entered into the section of the P&P Builder, the Complete? box will automatically be checked
complete. If you want to leave it unchecked because you want to do some additional research on the question, you will
need to manually uncheck the box.

After you have completed at least one item in the section you are working on, select the blue “Save” button on the
lower right to save your changes and remain on the same section, or the green “Save and Proceed” button to save and
jump to the next section of the manual, shown on the top black navigation bar.

Once you have saved a section, you can access your new manual by selecting “My Manuals” at the top of the page.

Filling in your Policies & Procedures
In each item of each section of your manual, you will see introductory text to assist you with deciding what to include in
your policies and your procedures.

Policies Overview

Policies are broad statements that set forth an institution’s goals with regard to an issue. This is the describes the “what”
and the “why” of your institution’s goals. The introductory text for each policy section provides some ideas about what
your institution may want to include in this section.

Procedures Overview

Procedures describe the steps the institution must take to implement a policy. This is the “how” of your institution’s
goals are accomplished. The introductory text for each procedure section provides some examples of what may be
included in this section.

” u

The U.S. Department of Education (ED) is concerned with the “what,” “why,” and “how” an institution conducts

themselves in writing to ensure the institution is in line with the letter and intent of statutes and regulations.

Adding Content

You can copy & paste content from your preexisting manuals or start from scratch using the content provided by
NASFAA. If you need more help on formulation, implementing, and evaluating your organization’s Policies & Procedures,
please visit: https://www.nasfaa.org/uploads/documents/Formulating Implementing Evaluating.pdf

WYSIWYG
WYSIWYG stands for “What You See Is What You Get. It is a common term for a web-based text editor. Let’s walk
through each of the buttons on the P&P Builder WYSIWYG.

Paragraph

B/ UL A B |

I
= B £ 20 @ ¥ ©

2
- — E p—

—
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The Paragraph dropdown list gives you options to format your content as Headings. Simply highlight your text that you
would like to make a heading then select which heading you’d like to use (1 for the largest, 6 for the smallest). If you
want to make content “normal-sized”, highlight your text then select Paragraph at the top.

Font Sizes

Paragraph B I U I, A A /

= @ LR ED BT o

1 —
- — C —
3

I'I
I‘I

Font sizes for your content range from 8pt (smallest) to 36pt (largest). If you have added content to your manual and
wish to make the text larger, this is where you would do it.

Bold, Italic, Underline

=y

Paragraph 11pt 1; A - B i
=~ IS EE=EEEBH LCamD m Vv oo

Highlight your text that you would like to make bold & select the “B” button. If you’d like to make it italics, select the “1”
button. The “U” button will underline your text.

Clear Formatting

T = T

@2 8-

Paragraph 1 I
B- 22 m 0 8 T o

—
]
—

B

- —_— 1 —
- — C —
[-pu— p—

I'I
I‘I

If you would like to reset the formatting on your text (remove bold, italics, colors, etc.) — highlight your content, then
select the “Tx” button.

Text Color & Background Color

=y

Paragraph 11p fide

v =)
h
[
k
|»
p -]

- — 17—
- — —

2
- — J —

1
i
il
i
i
H

oo

text entry edited.

Last Updated: 11/3/2016 | Last Updated By:

You can add color to your text or the background of your text (looks like highlighting) with the two “A” buttons.
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Bullet Lists & Numbered Lists

T =y

Paragraph 11pt B

il
i
i
i
%
03
[
[
G
<8

Format your content into bullets or numbered lists by highlighting your text and selecting one of these buttons. There
are several bullet and numbering options available in the dropdown list.

Alignments and Indents

T = T T T

Paragraph 11pt B

LN
Qo
&S
[l
[J
=
<A

- — 7 —
- - p—
Hp— 3 —

Use these buttons to left-justify, center-justify, or right-justify any of your text. You can also increase or decrease
indentations from the left-side of the page.

Inserting a File
In the WYSIWYG, select the Insert/Edit File button (it looks like a sheet of paper on the second row).

Procedures

Include procedures for checking the debarment or suspension status of potential employees during the hiring process, as well as
how the school checks to ensure it does not knowingly hire employees who have committed crimes involving federal student aid
funds. Include information on performance evaluaticns (e.g., evaluation criteria, frequency, appeals, etc) The procedures should
also address absence approvals and dress code. You may want to cross-reference the school's human resources, employment, or
personnel manual, if applicable

Describe or cress-reference how financial aid office employees are informed of anti-discrimination, civil rights, and drug-free
workplace (if receiving campus-based funds) requirements, and explain how all are enforced.

Describe procedures for administering, publicizing, and enforcing the code of conduct, including how the institution monitors for
and addresses conflicts of interest. If another office is responsible for the code of conduct, you may want to cross-reference that

ffica naliciae and nracadirac

= = u = =
TR e B 7 U L A 2 }port expenses provided for or
s-z-====z 8 ¢ 28(D)s ¥ o=

i \rVEdn .

Then select the Upload button.

Filemanager x
Current folder: | < & ENew roider (B =
U Campus-Based_Aid_Task_Foree.|
)
Campus-Based_Aid_Tas
1 items 26 mb Fm
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Select the Drop files here to upload.

Current folder: [

Drop files here to upload

@ Only 5 simultanecus uploads are allowed.The file size limit (per file) is 5 mb.

Close  Upload

Select the files from your computer that you want to upload, then select Open.

4 Libraries
13 @ Documents
3 J Music
b@ Personal
I» [ Pictures
> B Videos

a Computer
» &, os(c)
[ &¥ aberantl (\\nasfaavmfp0l\Home)
[ ¥ meetings (K:)
1> GB sys2 (L)
I 5 Membership (M)
I» 58 Admin (N:)

-«

. OneMote Notebooks
-£ Campus-Based_Aid_Task_Force_Report

12/14/2016 11:44 ... File folder
1/3/2018 413 PM Adobe Acrobat D...

™ NASFAA_Forward50_Schedule_final

11/16/2017 11:35 ... Adobe Acrobat D...

™ NASFAA_Compliance_Tools

10/27/2016 3:32 PM  Adobe Acrobat D...

.

File name: "NASFAA Compliance_Tools” "NASFAA ForwardS0_Schedule final”

All Supported Types

Then select Upload.

Current folder: |

NASFAA_Fon NASFAA_Con
0.4 MiB 0.4 MiB
Delete Delete
@ Only 5 simul uploads are all d.The file size limit (per file) is 5 mb.

Close § Upload

© 2020 NASFAA
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Exit the File Manager screen & go back to the WYSIWYG. Select the text you would like to link to your uploaded file &
then select the Insert/Edit Link button.

Procedures

Include procedures for checking the debarment or suspension status of potential employees during the hiring process, as well as
how the school checks to ensure it does not knowingly hire employees who have committed crimes involving federal student aid
funds. Include information on performance evaluations (e.g., evaluation criteria, frequency, appeals, etc.) The procedures should

also address absence approvals and dress code. You may want to cross-reference the school's human resources, employment, or
personnel manual, if applicable.

Describe or cross-reference how finandial aid office employees are informed of anti-discrimination, civil rights, and drug-free
workplace (if receiving campus-based funds) requirements, and explain how all are enforced

Describe procedures for administering, publicizing, and enforcing the code of conduct, including how the institution monitors for
and addresses conflicts of interest. If another office is responsible for the code of conduct, you may want to cross-reference that

A malimiar anA menmme A

Paragraph  ~ 11pt < B -
grapl pt = ‘port expenses provided for or
E-E-E == = D & v oF

s will link to my new file]

Select the file button next to URL.

Insert link x B

Urd |

Text to display This will link to my new file!

Title

Target None

Vi
Ok Cancel

Choose your file.

Filemanager

Current folder: /
~| Campus-Based_Aid_Task_Force_{

U~ NASFaA_Compliance_Tools. pdf
/~| NASFAA_Forward50_Schedule_fir

A A =A

Campus-Based_Aid_Tas f NASFAA Compliance Tc  NASFAA_ForwardS0_Sch
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Then use the Select button.

Filemanager X

Current folder: / o A LUpload G Newfolder (B =

I err—— NASFAA Task Force m ~
on Re-Examining

/=] NASFAA_Forward50_Schedule_fir

Paradigms of
Campus-Based Aid

December 2017

' Automatic

Campus-Based_Aid_Task_Force_Report.pdf &
1/4/2018 4:30:33 PM

1/4/2018 4:30:33 PM

270.33kb

Created
Modified
Size

® Parent fn\der L Download | Rename | Delete | 13 Replace file

¢ — >
3 items - Size : 1.02 mb FM8&

Search

Finally, select the Ok button to create the link.

Insert link

Url https://compliance.nasfaa.org/uploads/Use . IR

Text to display This will link to my new file!
Title

Target MNone

Cancel
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Assigning Manual Items
In addition to centralizing compliance and policies and procedures data in one online space, the Compliance Engine
allows you to assign tasks to your staff or others at your institution.

As mentioned in a previous section of this user guide, the blue “Assign P&P ltems” button on the top right above the
manual allows you to make assignments to anyone at your institution who is on your NASFAA membership roster. Please
note, you can only assign tasks for manuals you are the owner of.

Welcome, Laura GO TO COMPLIANCE ENGINE
( NASFAA

L &P\ P&P

BUILDER MY MANUALS ASSIGNMENTS START A NEW MANUAL

A COMPLIANCE ENGINE MODULE

P& BUILDER

laura test 9-18-19

View/Add Assignments Comments

Section 7: File Review Section 8: Student Budgets Section 9: Awarding and Packaging Financial Aid Section 10: Pi »

3 COLUMN(s) DISPLAY ~

RESOURCES ITEM Show Al ltem Comments | Expand All items | Collapse All ltems DUE DATE COMPLETE?
4 9.1 PACKAGING PHILOSOPHIES n O
Policies

Wany finandial aid offices use the schools mission as the basis for their packaging philosophies and
objectives for awarding student financial aid funds. Describe your packaging philosophies for
awarding all types of financial aid, both need-based and non-need-based. Provide information
regarding any strategies used, such as leveraging or gapping. State the objectives of these strategies
{e.g, to attract a certain type of student, for retention purposes, to aid as many students as possible,
to aid the neediest students to the maximum extent possible, etc)

After you select the button, a pop-up window will appear as shown below. You can assign whole manuals, sections, or
individual items (e.g. a specific policy or procedure item) to your staff or across departments. Simply select the
colleague’s name from the pull-down menu, enter your instructions, and select a due date.

Assign Items for: 2016-17 University of
Sample Policies & Procedures Manual:
Section 2: Administrative Organization and
Office Management

Individuals you can assign tasks to are listed below. Primary contacts can visit the
myNASFAA area of the NASFAA website to adjust the roster.

® Assign section O Assign Entire Manual

ASSIGN TO

Comments/Instructions

Due Date

Assign Individual P&P items or Unassign Items.
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Everyone on your NASFAA membership roster will show in the pull-down menu. These can be added or removed by your
institution’s primary NASFAA contact. If you need help adding someone to your roster, please contact NASFAA's
Membership Services for assistance by phone at 202-785-0453 ext. 1 or by email at membership@nasfaa.org. You can

have as many individuals that work at your institution in the pull-down menu as you want.

Once you select Assign, the staff member or colleague will receive an email with their assignment. You can choose to
send an email immediately or send summary assignment emails at the end of the day.

To see all the assignments you have made, select “Assignments” from the top of any screen in the P&P Builder Module.
NASFAA

L&Y P&P
AB(U!;.!H]N;EI;‘RED% MY MANUALS O START A NEW MANUAL

ASSIGNMENTS | Items I've Assigned to Collaborators | Items Assigned to Me | Print Assignments

DATE ASSIGNED * MANUAL NAME | SECTION NAME % ASSIGNEE # DUE DATE # LAST MODIFIED & STATUS %

6/19/2017 2016-17 University of Sample Policies & Procedures Manual | “ Carrie Conrad &4 6/23/2017 11/3/2016 Past Due
Section 3: Financial Aid Programs

6/19/2017 2016-17 University of Sample Policies & Procedures Manual | n Carrie Conrad B4 6/27/2017 9/1/2017 Past Due
Section 4: Institutional Requirements Relating to Educational Loans

On the “Assignments” dashboard, you can view and sort by assignees, due dates, and the last modified date. In the black
navigation bar, you can toggle between “ltems I've Assigned to Collaborators” and “Items Assigned to Me.” If someone
else started a manual, you may have items assigned to you.

You can also print a report of your assignments dashboard by selecting the “Print Assignments” tab in the black
navigation bar, or by selecting the blue “Print Assignments” button at the bottom of the page.
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My Manuals Dashboard

After you have started using the manuals in the P&P Builder Module, you can utilize your “My Manuals” dashboard to
sort your manuals and scan assignments, as well as archive and reactivate items to keep your virtual workspace
organized and efficient. Reporting options allow you to export the contents of your manuals and assignments to PDF
format and email reports directly from the tool. From this page, you can also search saved manuals by keywords.

welcome, Laura GO TO COMPLIANCE ENGINE
HASRAL

Coalily
Bmli.ll:[ﬂll.!:!EB ASSIGNMENTS START A NEW MANUAL

MY MANUALS | Manage stifications Erms reament

B 1

i B include User-Entered Content B4 include Archived Content
Your saved manuals, as well 35 manuals you have been assigned, are listed below. You can sort the display of your manuals using the column titles, Choose "Archive” if you no
lenger need to maintain that item. Archived manuals will display in the archive section and can be re-activated at any time. You can archive your own manuals. You cannet

archive a manual you have been assigned.

DATE CREATED / ASSIGNED = MANUAL NAME = LAST MODIFIED s

3M52017 Laura's test manual 3-13-17 2 472018 Actions -

You can sort your manuals by the date you created or had been assigned them, manual name, or the last modified date
to see the manuals that have been worked on most recently. Selecting the manual name will bring you to the table of
contents for that manual, where you can then resume your work.

Below each manual is a list of assighments you have made and the name of the assignee. Select any of these assigned
components to review the work completed or, if you do not wish to see this level of detail, select the arrow just to the
left of “Components Assigned” to hide the assignment information for a more streamlined view.

Manuals Actions

Run Report

The “My Manuals” dashboard has a reporting feature that allows you to export the contents of the manual, and any
work you and your assignees have completed, to PDF format. To generate a report, select “Actions” then “Run Report”
in the far-right column.

This will take you to a new page, shown below, where you can choose the entire manual or select an individual section
or sections within the manual you would like to be included in the report. Leave all options selected for the full report or
deselect tabs or content you don’t need to see in your report.
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Welcome, Laura GO TO COMPLIANCE ENGINE
s

ﬁ UILDER MY MANUALS ASSIGNMENTS START A NEW MANUAL

2016-17 University of Sample Policies & Procedures Manual

MY MANUALS | Manage My Notifications

Choose options below to create a report that cantains a consolidated set of items and respanses for this entire manual or for individual section(s) within this manual. Editable
through the misc content tool under Compliance.

1. Choose the entire manual or individual section(s) within the manual to include In the report:

4-# L] 201617 University of Sample Policies & Procedures Manual
Section 1: Manual Introduction

Section 2: Admi ion and Office
Section 3: Financial Aid Programs
Section 4 q Relating to Loans

Section 5: Consumer Information Requirements
Section 6: Applications & Forms

Section 7: File Review

Section &: Student Budgets

Section 9: Awarding and Packaging Financial Aid
Section 10: Professional Judgement (P])

Section 11: Disbursements

Section 12: Satisfactory Academic Progress
Section 13: Return of Ticle IV Funds

Section 14: Instiutional Refunds

Section 15: Title IV Fraud

UGN ACARAAUNT QUK

Section 16: Audits

<

Section 17: Reserved for Institution

2. Select the field(s) within each manual or section to Include In the report:
4 L] AllFields

Resource

Full Text

Assignment Comments

Item Comments

Policies Content Entry

Procedures Cantent Entry

Assignes

Due Date

(L1 VI T T YR O A

Complete

You can also elect to have the report emailed directly to your staff or associates. You can enter additional email
addresses if needed and to include a customized message about the report. When done, select the blue “Run Report”
button on the bottom right.

Print Manual

This function generates a printable PDF for this manual. Like the Run Report function noted above, you can select the
entire manual or individual section(s) within the manual to export. You can additionally fine tune your manual by opting
to include the NASFAA written Introductions/Instructions, Resources, or sections of your manual that are not yet
complete.

Lastly, you can also upload your organization’s logo to include on the front page of your manual. File formats for your
logo can be either JPG, PNG, or GIF files.

Archive
No longer working on a manual? Choose “Archive” in the far-right column if you no longer need to maintain that item.
Archived manuals will not be deleted and are available in the archive list at the bottom of the page.

Once a manual has been archived, any assignments you have made will no longer display for staff members, regardless
of their status. Please note, you can archive or reactivate manuals you have created, but you cannot archive a manual
you have been assigned. If you would like to make an archived manual active again, simply select “activate” to reinstate
the item. Existing assignments will also be reinstated. The manual will once again display in your primary list.

Delete

Deleting a manual is another option available. The manual will be queued for deletion then removed from the system
after 30 days. During this interim time, you can restore the item to your active checklists. If you would like to hide the
item without deleting, you can instead choose the Archive option on the previous screen.

Important: Items deleted after the 30-day hold period cannot be recovered or restored.
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If a manual has been assigned to other users, deleting an item will remove existing assignments from assignee
dashboards without notification. Restoring the manual will restore their assignments.

Update Privacy Settings
This is where you can update your manual privacy settings. You can select between limited access, which allows only the
owner and assignees to view the manual or read-only access for all members of your organization.

Manage Assignee Notifications

You can use this tool to send notifications to all assignees within a manual or to specific members on your NASFAA
Roster. Notifications may include customized comments & instructions. You have the option to set notifications to go
out one week prior to assignment due dates or you can send notifications immediately.

Transfer Ownership

If you are the owner of a manual, you can transfer the ownership to another member of your NASFAA roster by using
this feature. You can leave a comment or instructions for the new owner of the manual & transfer ownership
immediately.

If the original owner of a manual is no longer at your institution, please contact NASFAA for assistance via the
Compliance Engine Transfer Request Form.

Rollover Instructions

You did it! You made it through creating your own P&P Manual! Ready for the best news? It is incredibly easy to rollover
all of your current manual to next year’s manual. Then you only need to make updates on regulations and sections that
have been updated. NASFAA will have icons and notes to tell you what has been updated since the previous year.

For step by step instructions, please visit:
https://www.nasfaa.org/uploads/documents/PP _Builder Rollover Instructions.pdf
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The National Association
of Student Financial Aid
Administrators (NASFAA)
provides professional
development for financial
aid administrators; advocates
for public policies that increase
student access and success;
serves as a forum on student
financial aid issues; and is
committed to diversity
throughout all activities.
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