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Through the Matching Funds appropriation, the Pennsylvania Higher Education Assistance Agency (PHEAA] partners with
non-profit, community-based Pennsylvania organizations and foundations to provide Pennsylvania students attending
eligible Pennsylvania postsecondary institutions with matching funds through the PATH Grant Program.

The PATH Program Guidelines provide student eligibility criteria, related certification steps, disbursement, and refund in-
formation. These guidelines also provide partner eligibility criteria, reporting requirements, and partner contact informa-
tion. It is suggested that a copy of the 20719-20 PATH Program Guidelines be provided to those campus offices that post and
credit PATH funds once student eligibility has been certified. An electronic copy of the 20719-20 PATH Program Guidelines is
available on the Document Library.

Please note that the Partner policies listed below are bolded throughout the Program Guidelines. PHEAA is requesting that
schools and partners assist in ensuring compliance with these policies and guidelines:
e PATH Partners allocations are only available for academic year awards, not summer.

e PATH can only match partner scholarship funds that are directly disbursed to institutions; they are not for matching
tuition waivers or institutional scholarships.

e PATH Partners must send their scholarships directly to institutions; they must not send them to the recipient. This
includes any scholarships made in both the institution and student’s name. Any funds sent directly to the student will
not be matched by PHEAA.

e PATH Partners must send their nominee lists through My File Gateway.

The 2019-20 PATH Program Guidelines include the following revisions and clarifications:
» The PATH Applicant Certification and Status Listing [ACSL) has been enhanced to provide a more user friendly layout.
The Degree Program and Progress ‘questions’ have been broken out into their own column, and where there were just
dashes under them [ _J, there will now be Y/N for schools to circle (see Appendix A).

e Institutions should only certify PATH awards for students who verifiably received a scholarship from a PATH Partner.
Unverifiable scholarships cannot be matched by PHEAA and should be cancelled by the institution.

e Institutions should only certify PATH awards after the institution has received the applicable Partner funds. If the
Partner funds are received after a PATH award has been cancelled, the institution may reinstate the PATH award.

e All PATH Partners must submit a complete Scholarship List annually by September 1.

e Only students awarded funds directly from a PHEAA-approved PATH Partner are eligible for PATH nomination,
awarding, and certification. PATH Partners may not submit nominations on behalf of outside organizations that award
separate scholarships to students.

If there are any questions regarding the 2079-20 PATH Program Guidelines, please contact us by email at path@pheaa.org
or by calling 800-443-0646, option 3, option 2. We look forward to continuing to work together in order to provide addition-
al grant assistance to Pennsylvania students through the PATH Program.
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THE PROGRAM

PROGRAM AUTHORIZATION

The Pennsylvania Higher Education Assistance Agency (PHEAA) Partnerships for Access to Higher Education
(PATH) Program operates under the provisions of “AN ACT"; Amending the act of January 25, 1966 (1965 P.L. 1546,
No, 541. See House Bill No. 689 Session of 1989.) The Act authorizes PHEAA to conduct a Matching Funds program
for the purpose of assisting Pennsylvania students attending an approved Pennsylvania institution of higher
learning, and distributing Federal or other funds to be used as aid to students in meeting their cost of attendance.
The Pennsylvania General Assembly authorizes the Matching Funds appropriation which supports four individual
Matching Funds Programs. The PATH Program is an outgrowth of the PHEAA Match Grant Program initiated for the
1989-90 Academic Year.

PROGRAM PURPOSE

The PATH Program offers non-profit, community-based Pennsylvania organizations or foundations the opportunity
to leverage private donations and contributions as both a means and incentive to provide additional need-based
educational grants to Pennsylvania residents. These grants have the potential to be matched by PHEAA on a dollar-
for-dollar basis.
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INSTITUTION GUIDELINES

[Il. STUDENT ELIGIBILITY

To receive a PATH Grant, the student must meet the following criteria:

A

Be nominated by and receive an academic year scholarship from a participating PATH Partner. Partner
scholarship funds awarded for a summer term will not be matched by PHEAA.

Be a resident of Pennsylvania as defined by the domiciliary requirements outlined in the 2079-20 PA State Grant
Program Handbook.

Be a PA State Grant recipient for the term (fall, winter, or spring) in which PATH funds are received. There is no
summer PATH Program.

Demonstrate financial need.
Unmet need = Cost of Attendance (COA) - Expected Family Contribution (EFC] - all other grants and scholarships

Be enrolled:

e As an undergraduate student
e On at least a half-time basis

e In a degree-seeking program of study at a PA State Grant-approved postsecondary institution located in
Pennsylvania

Maintain academic progress as outlined in the 2019-20 PA State Grant Program Handbook.
Not be in default or pending default on any educational loan or owe a PA State Grant refund.

Not be considered an incarcerated student, which is consistent with the guidelines associated with the PA State
Grant Program.

IV.  AWARD DETERMINATION PROCESS

A.

Potential PATH Grant recipients are nominated by participating PATH Partners, who provide PHEAA with a list of
their nominees and their full academic year grant/scholarship award amount. PHEAA can only match partner
scholarships that are disbursed directly from the partnering organization or foundation to the postsecondary
institution. This means that funds must be sent directly from the approved partnering organization to

the postsecondary institution and cashed by that institution. Matching of tuition waivers or institutional
scholarships provided by the nominee’s postsecondary institution is prohibited. Partners providing payment
directly to students is also prohibited. PHEAA will match Partner scholarships that are made payable to only
the postsecondary institution as well as Partner scholarships that are made payable to both the institution and
the student, so long as the funds are sent directly to the institution. Partners have been advised to only include
the dollar amount of scholarship funds that they will be sending directly to the institution when they submit
their nominees to PHEAA.

PATH Program staff verify that the nominee has a PA State Grant for each of the terms or quarters for which the
nominee would receive PATH funds. PHEAA encourages PATH Partners to advise potential recipients of the PA
State Grant award deadlines and that PATH Grant eligibility is predicated on receiving a PA State Grant.

V. MINIMUM/MAXIMUM AWARDS

A. The PATH Grants are initially determined by PHEAA, who establishes total academic year awards using the

lesser of the following:
e Total academic year PATH Partner Award
e Total academic year PA State Grant Award

e Maximum amount of $2,500 for the academic year
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B. The total academic year award determined for PATH is divided per term.
C. The minimum amount a recipient can receive for the year is $200.

If a student receives a partial year PA State Grant award [i.e., only an award in the fall, winter, or spring) the
recipient is only eligible to receive a partial year PATH Grant (i.e., only an award in the same term that the
PA State Grant funds were received). If the partial award amount is below $200, the student is not eligible to
receive the PATH Grant.

These maximum and minimum amounts are subject to change at the discretion of PHEAA based on available
funding.

VI.  CERTIFICATION PROCESS

A. PATH Grant nominees are provided to institutions on the Applicant Certification and Status Listing (ACSL)
(see Appendix A), which is made available via the PageCenter mailbox on a biweekly basis (every other Tuesday).
Institutions are required to certify PATH Grant eligibility as a condition of disbursement. All pending students
must be certified by July 1, 2020. PHEAA retains the right to cancel awards for any students who remain pending
after this time. The ACSL provides student detail and summary information as well as a certification page to
be signed. Once completed, the report should be returned to PHEAA via fax at 717-720-3786. The recommended
PATH Grant provided by PHEAA on the ACSL has no official standing and is considered an estimate until an
amount is provided and certified by the institution.

Institutions should not certify a student on the ACSL until the matching scholarship or grant is known to the
institution. The PATH Scholarship List, which can be found on the Document Library, may aid institutions in
identifying the corresponding scholarship.

The following fields must be completed or updated on the ACSL:

o Graduation Date (expected/actual college graduation date)
e Degree Program/Approved Program of Study

e Academic Progress

e Enrollment Status

e Expected Family Contribution (EFC) - optional

* Unmet Cost/Need

e Certified Award Amount

e Signature and Date
Specific data entry requirements for each of these items is as follows:

1. Graduation Date: Must be submitted in MMDDCCYY format. If the exact date of the student’s graduation
cannot be determined, a reference to month and year is sufficient.

2. Approved Program of Study: Eligible PATH Grant recipients are required to be enrolled in a PA State
Grant-approved, degree-seeking program of study for each term or quarter during which a PATH Grant is
received. Circle Y (for yes) or N (for no) in the ACSL degree program field.

3. Academic Progress: In order to receive a PATH Grant, recipients are required to be making satisfactory
academic progress as outlined in the 2019-20 PA State Grant Program Handbook. Circle Y (for yes) or N (for
did not maintain academic progress] in the ACSL academic progress field.

4. Enrollment Status: PATH Grant recipients must be enrolled at least half-time (as defined by the 2079-20
PA State Grant Program Handbook) for each term or quarter PATH funds are received. The ACSL enrollment
status field must be populated with one of the following numeric or alpha codes:

1 - Full-time

2 - At least half-time

C - Not enrolled

E - Enrolled Less-Than-Half-Time
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5. Expected Family Contribution (EFC): Please provide or update the federal EFC in the appropriate field (this
is optional for PATH).

6. Unmet Cost/Need: Indicates the student has unmet need after all other grants and scholarships have been
awarded. The formula to determine unmet need is: Unmet need = Cost of Attendance (COA] - Expected
Family Contribution (EFC) - all other grants and scholarships. Circle Y (for yes) or N (for no) in the ACSL
unmet cost/need field.

7. Certified Award Amount: The award amount the PATH recipient is eligible to receive based on federal need
guidelines.

8. Signature and Date: Required to certify that all information provided on the ACSL is accurate.

NOTE: When certifying a record, always remember to circle Y or N for Program of Study, Academic Progress, and
Unmet Cost/Need.

NOTE: Once an ACSL has been certified and returned, the institution does not need to return subsequent ACSLs
for the same academic year to PHEAA if there are no status changes needed.
(See Appendix C.)

VII. CREDITING PATH GRANT FUNDS

A.

If the student does not meet all eligibility requirements as outlined in these Program Guidelines for the term or
quarter being reviewed, the student’s account should not be credited nor should a preliminary credit be allowed
to stand. The ineligible reasons should be noted on the ACSL. If there is a questionable situation, funds should
not be credited and PATH staff should be contacted.

PATH partnering organizations and foundations are required to send their scholarship and grant funds that
serve as the basis for the PATH match directly to the institutions. The institution may not finalize the PATH
Grant credit to the student’s account prior to receipt of the PATH Partner funds BUT may retain those funds
for a period of 90 days. If the PATH Partner funds are not received at the end of the 90 day period, the school is
required to return the PATH funds to PHEAA.

PATH funds should be credited on a term-by-term basis. Crediting a student’s account indicates that the
institution has met the following requirements:

» Performed all eligibility checks for the student as set forth in these Program Guidelines (including
enrollment).

e Provided PHEAA with certification of the student’s PATH Grant eligibility for the terms or quarters.

For auditing purposes, PATH funds must be identified as a credit on the student’s account, ledger card, or
auditable record. Crediting should include the date the funds were posted, the amount and term to which the
funds were applied, and clearly identified as a PATH Grant. In addition, schools should maintain a record of
when the matching partner funds were received by keeping a copy of the check that was sent to the institution.

If the final credit to the student’s account creates a credit balance, a refund may be made to the student.

If the student loses PA State Grant eligibility after the PATH Grant has been certified, the following guidelines
should be followed:

e |f the PATH funds were fully credited (the institution has received the PATH Partner’s matching funds) and
disbursed to the student’s account for the term or quarter the student lost PA State Grant eligibility, the
PATH funds may remain as a credit to the student’s account but the PATH Grant should be cancelled for any
remaining terms or quarters.

e |f the PATH funds were not fully credited (the institution has not received the PATH Partner’s matching
funds) to the student’s account for the term or quarter the student lost PA State Grant eligibility, the PATH
funds must be returned to PHEAA and the PATH Grant cancelled for any remaining terms or quarters if the
student remains ineligible for a PA State Grant.
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NOTE: If PHEAA has not disbursed the PATH funds for the term or quarter the student lost PA State Grant
eligibility, the institution should notify PHEAA that the PATH Grant should be cancelled by returning the most
recent ACSL indicating the change.

VIIl. DISBURSEMENT PROCESS

A. Disbursement Schedules
PATH funds are disbursed on one of two disbursement schedules:

1. Semester (twice per academic year - fall and spring) for institutions that operate on a semester or quarter
calendar.

a. Fall semester disbursements typically run in September.
b. Spring semester disbursements typically run in January.

2. Trimester (three times per academic year - fall, winter, and spring) for schools that operate on a trimester
calendar. In cases where schools have continuous enrollment or terms of irregular length, disbursements
are made on the schedule that coincides as closely as possible to the school's calendar.

a. Fall quarter disbursements typically run in September.

b. Winter quarter disbursements typically run in December.

c. Spring quarter disbursements typically run in January.
B. Disbursement Roster Processing

1. All PATH disbursement rosters are placed in the institution’s PageCenter mailbox (see Appendix BJ; noti-
fication regarding the disbursement is sent to schools via email. Schools can also choose to be automati-
cally notified through PageCenter when a roster has been placed in their PageCenter mailbox by sending
an email to path@pheaa.org.

2. PHEAA reserves the right to hold disbursement to an institution that is closing or is on a restriction or
oversight by the United States Department of Education (USDE) for participation in any Title IV program. We
also reserve the right to hold disbursements to an institution if the accrediting agency suspends or cancel
approval for the school. Any questions regarding holding disbursement should be directed to PHEAA via
email at path@pheaa.org. PHEAA will exercise this right to determine the eligibility of the institution or
recipients to receive further funding.

a. The roster or certification page should be returned to PHEAA by fax at 717-720-3786 or by mailing to
PHEAA, State Grant and Special Programs, PATH, P.O. Box 8157, Harrisburg, PA 17105-8157.

b. Schools are required to certify and return each disbursement roster within 30 calendar days of re-
ceipt of the roster or within 30 days of the first day of the term (whichever is later) and no later than
November 10 in the case of the fall term roster. Failure to return the roster in a timely manner may
result in an audit finding. Subsequent disbursements will be withheld until the certified roster or cer-
tification page is returned. (See Appendix C.]

C. Disbursement of Funds

1. Funds are only disbursed through the Automated Clearing House (ACH). These funds are deposited directly
into the designated bank account of the school at which the student is enrolled; institutions are notified
of the disbursement via email and should allow at least 14 business days for the transfer to occur. When
funds are transferred from the Agency to the school's bank account, the entry description associated with
the transfer is "PATH.” If the entry description does not appear when the funds are transferred to the
school, the bank may have removed this information.

2. PHEAA reserves the right to hold disbursement to an institution that is closing or is on a restriction or
oversight by the USDE for participation in any Title IV program. We also reserve the right to hold disburse-
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ments to an institution if the accrediting agency suspends or cancel approval for the school.

Any questions regarding holding disbursement should be directed to PHEAA via email at path@pheaa.org. PHEAA
will exercise this right to determine the eligibility of the institution or recipients to receive further funding.

|Il. RECONCILIATION PROCESS

A.

The annual Reconciliation Roster provides the school with a final opportunity to report ineligible students or
changes to a student’s status. The reconciliation roster must indicate the student’s final status for the PATH
Program, in accordance with the school's records, and must be returned to PHEAA within 30 days of receipt.
Subsequent disbursements will be withheld until the certified roster, certification page, or outstanding refunds
are returned.

If the school determines that there are changes to a student’s eligibility status after reconciliation, the school
should contact PATH staff to request another reconciliation roster.

IV. REFUND PROCESS

VI.

A.

If, after complete review of the student’s status according to these Program Guidelines, the student is not
eligible for all or any portion of the PATH funds for the term being reviewed, or if the school questions the
student’s PATH eligibility for any reason, the student’s account should not be credited nor should a preliminary
credit be allowed to stand until the outstanding issues are resolved and eligibility is confirmed. If the PATH
funds have been disbursed, the school should indicate on the disbursement roster the reason that the student is
ineligible and the PATH funds must be returned.

If a student withdraws or drops to a less-than-half-time enrollment status during a term in which PATH funds
have been disbursed and credited to the student’s account, a refund to PHEAA for all or a portion of the PATH
Grant may be required. The 20719-20 PA State Grant Program Handbook provides additional details on how these
adjustments should be calculated.

Refunds returned via ACH or wire transfer should be transferred to M&T Bank, PHEAA Operations with a
brief description of the payment reason and identifying the funds as “PATH Grant Award.” Specific account
information can be found on the PATH disbursement roster. All PATH Grant refund payments being made by
check should be addressed to PHEAA, P.0. Box 64849, Baltimore, MD 21264-4849.

PROGRAM REVIEW

As part of the Program Review process of PA State Grant and Special Programs, the Agency may conduct further
examinations of student aid and related records as it deems necessary to protect the financial interests of the Agency or
its student aid recipients (§ 121.59 b). A list of common administrative issues that could be cited in a Program Review can
be found in Chapter 5 of the PA State Grant Program Handbook for 2019-20, which is available on PHEAA.org.

RETENTION OF RECORDS

In accordance with these Program Guidelines, institutions are required to retain, for possible review by PHEAA,

all records necessary for the certification of student eligibility and the crediting of PATH Grant funds to student
accounts. Such records must be retained for at least 5 years from the date the institution completes certification of
the disbursement roster.
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PARTNER GUIDELINES

VII. APPLICATION

To determine eligibility, each organization or foundation interested in participating in the PATH Program must
submit an application by June 30' for the upcoming academic year in which they wish to participate. The
completion of a PHEAA PATH Program application does not guarantee acceptance in the Program; it allows PHEAA
to more accurately evaluate organization/foundation eligibility relative to participation. Each organization or
foundation is required to submit (including but not limited to) an Annual Report, proof of federal tax exempt status,
and any information that further describes its programs and services. Information on the PATH Program can be
accessed on the partner website at PHEAA.org/partner-access/community-partners/path-welcome.shtml.

ELIGIBILITY CRITERIA

Organizations or foundations are potentially eligible to participate in the PHEAA PATH Program if they meet the
following criteria:

A. Are Pennsylvania non-profit or public charity organizations with a tax-exempt status under Section 501 (C] 3 of
the Internal United States Revenue Code.

B. Have provided scholarships to Pennsylvania residents for a minimum of 2 academic years.

C. Award scholarships to at least 15 Pennsylvania students (per academic year) attending a postsecondary
institution in Pennsylvania.

D. Involvement in motivating, counseling, mentoring, or encouraging students to pursue higher education.

E. Conduct scholarship fundraising or methods of funding based on private sector contributions and donations.

F. Disburse scholarship funds directly to postsecondary institutions.

G. Render scholarship services to students in the community-at-large throughout the region, county, or city

without requirement of affiliation or membership with the organization or foundation or enrollment in an
associated postsecondary institution.

H. Submit a list of scholarships or scholarship funds that your organization will administer for the upcoming
academic year.

Organizations or foundations are not eligible to participate in the PHEAA PATH Program if they require
scholarship recipients to attend specific postsecondary institutions.

AS ADMINISTRATOR OF THE PATH PROGRAM, PHEAA RESERVES THE RIGHT TO:

Discontinue the active participation of an approved organization or foundation if they fail to maintain the
requirements as set forth in the PATH Program Guidelines. To be reconsidered for active status, the organization
or foundation must submit a new application and be approved. A Participation Agreement must be fully executed
in advance of any PATH Program activity.

THE ORGANIZATION OR FOUNDATION (PATH PARTNER) HAS THE OPTION TO:

Discontinue active participation in the PATH Program. To become officially inactive, a participating PATH Partner
must notify PHEAA in writing. Upon becoming officially inactive, a PATH Partner can be reconsidered for active
status by submitting a new application, and if approved, execute a Participation Agreement.

VII1. ALLOCATION PROCESS

A PATH Match allocation is the funding assigned by PHEAA to approved PATH Partners for the purpose of
leveraging individual PATH Partner grants or scholarships awarded to Commonwealth students for educational
expenses.

The PATH Program is funded by an annual Matching Funds appropriation provided by the Pennsylvania General
Assembly. The funds approved for the PATH Program are allocated among the approved PATH Partners. The
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XI.

XII.

minimum allocation per Partner is $5,000. The distribution of available funds to participating Partners is based on
(but not limited to):

e PHEAA receiving a Matching Funds appropriation through the Commonwealth Budget process
e Approval of Matching Funds allocations by PHEAA Board of Directors

e Areview of prior year participation and fund utilization

e Number of PATH Partners

These allocations are sent annually to the PATH Partners through an allocation letter after the Commonwealth
budget has been finalized; allocations are generally mailed to PATH Partners in August. PATH funds are allocated
to a PATH Partner for use during an academic year; therefore, PHEAA can only match partner scholarships
awarded during the academic year. Partner scholarship funds awarded during summer terms will not be matched.
PHEAA reserves the right to revise the allocation to the amount that the Partner actually provided through the
matching process.

ALLOCATION ADJUSTMENTS

To request an adjustment to a PATH allocation, a PATH Partner must submit such request in writing to PATH
Program staff, outlining the circumstances related to the requested allocation adjustment.

A PATH allocation may also be adjusted by PHEAA in accordance to the reallocation process. PATH partners will be
contacted regarding allocation changes.

MINIMUM/MAXIMUM PATH GRANTS

PHEAA’s PATH Grant match will not exceed the total amount the PATH Partner awards to the student. For the
current academic year, the maximum PATH Grant is $2,500 and the minimum is $200. These maximum and
minimum amounts are subject to change at the discretion of PHEAA.

PATH MATCH OF INSTITUTIONAL FUNDS

PHEAA can only match partner funds that are disbursed directly from the partnering organization or foundation
to the institution. PHEAA will not match any funds disbursed directly to the student. PHEAA will match funds
awarded co-payable in both the student’s and the institution’s names, as long as the funds are sent directly to
the institution. Matching of tuition waivers or institutional scholarships provided by the nominees postsecondary
institution is prohibited.

Example: A Partner has entered into an agreement with a college or university to provide $1,000 in scholarship aid
to a student. The Partner provides a $500 scholarship and the school will ‘'match’ the $500 Partner scholarship by
awarding the student a tuition waiver, or an institutional scholarship for $500. PHEAA can only provide a match for
the $500 Partner scholarship. The Partner should only include the portion of scholarship funds that they provided
on the nominee list.

SUBMITTING SCHOLARSHIP LISTS AND NOMINATIONS

Once PATH Partners are notified of their annual allocations, each Partner must submit a list of all scholarships the
Partner administers (Scholarship List) and a nomination list of potential PATH Grant recipients.

SCHOLARSHIP LIST

Annually, each PATH Partner must provide PHEAA with a complete list of all scholarships funded, administered,
awarded, and disbursed by that Partner. Each Partner’s Scholarship List must be received by PHEAA on or before
September 1.

PHEAA compiles individual Partner Scholarship Lists on a master PATH Partner Scholarship List and provides
this list to schools for award certification purposes. Unlisted and unverifiable scholarships cannot be matched by
PHEAA, and may be cancelled by the postsecondary institution.
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XIl.

XIV.

NOMINEE LIST

Annually, each PATH Partner must also provide PHEAA with a complete list of PATH Grant nominees and the
amount of their full academic year Partner grant or scholarship award. This nominee listing must be received by
PHEAA on or before September 30.

NOTE: Each PATH Partner may only nominate students who were awarded funds directly by that Partner. PATH
Partners may not submit nominations on behalf of outside organizations that award separate scholarships

to students. A separate scholarship is one that is not funded, administered, awarded, and disbursed by the
PATH-approved Partner.

In order to keep all nominee information secure, PATH Partners must use the nominee template (see Appendix D).
The nominee template is available on the PATH Partner website. Once all nominees are entered on this template,
the listing can be sent electronically through a process called My File Gateway. My File Gateway is an easy-to-use
process which requires no advanced technical skill or knowledge and offers a secure web portal for PATH Partners
to send nominee listings to PHEAA and to receive data back (see Appendix E for My File Gateway instructions

and Appendix G for instructions on requesting and maintaining access to PHEAA's online resources). All PATH
nominees must be submitted via My File Gateway using this Excel spreadsheet template. In addition, any changes
to the original nominee listing must be submitted using the My File Gateway process and nominee template;
changes or additions to the nominee listings will not be accepted over the phone or via email.

The nominee list requires the student’s Social Security number (SSN), as it serves as the primary means of student
identification. Accuracy is essential. Whenever PHEAA records indicate an SSN is different from that on the
nominee list, the PATH Partner must verify the correct SSN with the student and report such to PHEAA.

PARTNER CORRESPONDENCE

If Partners send out any type of correspondence to their constituency, including potential or actual scholarship
recipients that references the PHEAA PATH Program or provides a status or an amount of the PATH match, Partners
are required to send a draft to PATH staff at PHEAA for review to ensure that PATH Program information is accurately
reflected. PHEAA will not be held responsible for erroneous information provided to your PATH nominees or their
families that was not reviewed and approved by PHEAA. Materials can be sent to path@pheaa.org.

STUDENT ELIGIBILITY REQUIREMENTS
CRITERIA

To receive a PATH Grant, the student must meet the following criteria:

A. Be nominated (have his/her name submitted) by a participating PATH Partner and receive a scholarship from
that PATH Partner.

B. Be a PA State Grant recipient for the term (fall, winter, or spring) in which PATH funds are received.

C. Demonstrate financial need:
Unmet need = Cost of Attendance (COA] - Expected Family Contribution (EFC) - all other grants and scholarships

D. Be enrolled for at least six credits per term in a PA State Grant-approved institution located in Pennsylvania.

E. Maintain satisfactory academic progress as determined by the institution.

NOTE: Students or parents calling PHEAA to inquire how they can receive a PHEAA PATH Grant are referred to a
PATH Partner in the region where the student attended high school.

ELIGIBILITY BASED ON NEED

Once PATH Program staff receives the nomination list, the nominees will go through an evaluation process that will
determine if the student is eligible to receive a PA State Grant and is attending a school in Pennsylvania. Students
who pass these edits successfully have their unmet need calculated as follows:
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XV.

XVI.

THE FORMULA ASSOCIATED WITH DETERMINING UNMET NEED IS AS FOLLOWS:

COA - EFC = Need
Need - All other grants and scholarships = Unmet Need

FORMULA DEFINITIONS:

COA Tuition + Fees + Books + Supplies + Room + Board
EFC is an index of the family’s ability to contribute to the student’s education costs.

Nominees will then be processed in descending order based on the greatest unmet need and will be awarded an
estimated PATH Match Grant based on the maximum and minimum award amounts (outlined below). The total
amount of nominations may exceed the Partner’s allocation; PHEAA staff will determine the estimated number
of recipients that will meet the Partner’s allocation. It is important to note that once a student is nominated, the
institution will determine final eligibility (see XV. PATH School Certification Process).

AWARD AMOUNTS

The amount of the annual PHEAA PATH Grant is ultimately determined by the postsecondary institution and is the
lesser of the following:

e PATH Partner Award
e PA State Grant Award

e Maximum amount of $2,500

The minimum PATH Grant is $200.

If a student receives a partial year PA State Grant award [i.e., only an award in the fall, winter, or spring) the
recipient is only eligible to receive a partial year PATH Grant [i.e., only an award in the same term that the PA
State Grant funds were received). If a PA State Grant is cancelled for any term, the school is required to return the
PATH Match funds to PHEAA for that term(s). PATH staff will monitor the PATH Partner allocations to determine if
there is enough funding to award the next student on the nomination listing.

PATH SCHOOL CERTIFICATION PROCESS

Institutions are provided a listing of potential PATH Grant recipients and their estimated PATH Match Grants
through an “Applicant Certification and Status Listing (ACSL).” This listing is used by institutions to certify student
eligibility and adjust the estimated awards based on all other financial aid the nominees may have received. Once
this listing has been certified by the institution, PATH Match funds are disbursed.

NOTE: Institutions will not receive a disbursement if there is an outstanding refund due from a prior year or an
outstanding roster from a prior term.

A Partner Award Applicant Status Listing is also available biweekly for Partners and is accessed on PageCenter
via an email link (see Appendix B). This provides Partners a list of their nominees being processed by PHEAA and
their status.

PATH GRANT DISBURSEMENTS

All payment of funds (both Partner and PHEAA disbursements) must go directly to the institution which the
PATH recipient is attending; no funds can be sent directly to the recipient. Once PHEAA disburses PATH Match
funds to an institution, the institution may not release the funds to the student’s account until the PATH Partner
funds are received; institutions may retain the PHEAA PATH Grant funds for 90 days. If the PATH Partner funds
are not received by the end of the 90-day period, schools are required to return the PATH Match funds to PHEAA.
Therefore, it is critical that PATH Partners disburse their funds to the institutions as soon as possible to ensure
that a student’s account is settled and they will not be prohibited from registering for the following term.
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APPENDIX A

XVII. 2019-20 APPLICANT CERTIFICATION AND STATUS LISTING (ACSL)

00123456 (1) 2019-20 APPLICANT CERTIFICATION AND STATUS LISTING (ACSL) 7/1/2019
APPLICANT/RECIPIENT DATA DOC ID TCEL
PATH PAGE 1
PENNSYLVANIA INSTITUTION NAME
TERM AND CURRENT STATUS (6) DGR ENRLLMNT  UNMET EST. MAX CETIFIED
STUDENT INFORMATION INELIGIBLE REASON (7) PRGM (8] PROGRESS (9] STATUS (10) Egg%n EFC(12) AWRD AMNT (13) AMOUNT (14)
SMITH, ABCDEFGH (2) FALL DISBURSED Y Y 1-FULL Y 0] $1,250 (15)
123-45-6789 (3) PARTNER:
LMNOPQR (4)
GRAD DATE: (5) SPRING CERTIFIED Y Y 1-FULL Y 0] $1,250 $1,250
TOTAL AWARDS DISBURSED (16): $1,250

# INDICATES THAT THE STUDENT WAS NOT ON THE PREVIOUS ACSL
* INDICATES THAT THERE HAS BEEN A STATUS OR AWARD CHANGE SINCE THE PREVIOUS ACSL.

CODE DEFINITIONS (NOTE: Bolded codes/definitions are required fields.)

1. Institution’s OE Code

2. Student’'s Name

3. Student’s SSN

4. PATH Partner

5. Expected/Actual student graduation date; in MMDDCCYY format; if the exact graduation day is unknown, use the last day of the month.

6. Provides specific fall, winter, or spring term award status from Legend 1.

7. If applicable, this field indicates the reason the student is ineligible (see Legend 2).

8. Student must be enrolled in a PA State Grant-approved, associate or bachelor’s degree program of study; circle "Y" if Yes, "N" if No.

9. Student must maintain PA State Grant satisfactory academic progress; circle “Y" if yes, "N" if No (if student is a freshman enter “Y").

10. This field will be pre-populated with information from the FAFSA®/PA State Grant record; if incorrect, use the appropriate code from Legend 3.
11. Indicates if the student has unmet cost. Circle "Y" for Yes and an "N" for No.

12. Lists the student's federal EFC.

13. This award amount is determined by PHEAA and is the lesser of the PATH Partner award, PA State Grant award and maximum award amount of $2,500.
14. The institution is required to enter the certified award amount in this field; maximum award amount for 2019 -20 is $2,500.

15. Once funds have been disbursed, the “Certified Amount” will be blank.

16. Total Award Disbursed will reflect net disbursed, i.e., refunds are deducted from the total disbursed.
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LEGEND 1 AWARD STATUS

CERTIFIED School has certified the student’s eligibility

DISBURSED PATH funds have been disbursed to the institution of record for the specific term
INELIGIBLE Ineligible code will be listed (see Legend 2]

PENDING Awaiting school certification

REFUND DUE PATH funds need to be returned to PHEAA due to student ineligibility
REFUNDED PATH funds have been returned to PHEAA due to student ineligibility

LEGEND 2 INELIGIBLE REASONS CODES

02
03
05
08
07
09
12
18
23
24
25
26
27
28

Student does not meet residency requirement

No FAFSA or FAFSA is incomplete

Title IV Educational loan in default status or a refund on Title IV aid is due
No unmet cost as it relates to PATH

Student is not approved for a PA State Grant

School is not an eligible PA State Grant postsecondary institution.

School is out-of-state

Student is not enrolled

Student’s address does not comply with the Patriot Act

Student is not enrolled in a PA State Grant-approved, associate or bachelor’s degree program of study
Student did not make academic progress

Student is enrolled less than half time

Award has been cancelled by the school

Total award for the year is less than $200, which is the program minimum

LEGEND 3 ENROLLMENT STATUS

1

2
E
C

Full time (a minimum of 12 credit hours or 450 clock hours)
Half time (at least 6 credit hours but less than 12 credit hours or the equivalent)
Less Than Half Time

Not enrolled
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APPENDIX B

XVII. PAGECENTER REPORTS

PageCenter is a tool that provides schools with student status and disbursement roster reports/information via
the internet in a secure environment. PageCenter is used for accessing information only and cannot be used to
make changes electronically. The following are three PATH reports that are placed in the institution’s PageCenter
mailbox:

INSTITUTION PAGECENTER REPORTS

The following are three PATH reports that are placed in the institution’s PageCenter mailbox:

1.

Applicant Certification and Status Listing [ACSL): The ACSL provides certification data and award informa-
tion for those students who have been nominated by a PATH partner and have been identified by PHEAA as

potential recipients. The ACSL is placed in the PageCenter mailbox of the institution and will include those

applicants who listed the institution as first choice when filing the FAFSA®. The ACSL serves as the school’s
certification roster and must be returned to PHEAA to complete the PATH certification process.

a. The ACSL is accessed on PageCenter via the secure school portal at PHEAA.org.

b. The most recent version of the ACSL is automatically placed on PageCenter biweekly (every other Tues-
day). The following are student status change indicators:

e A pound sign (#] next to the student’s name indicates that the student was not on the previous ACSL.

e An asterisk (*] next to the student’s name indicates that there has been a status or award change
from the previous ACSL.

c. Once an ACSL has been certified and returned, the institution does not need to return subsequent AC-
SLs for the same academic year to PHEAA if there are no status changes needed.

PATH Disbursement Roster: The Disbursement Roster provides detailed information related to each student
the institution has certified as a PATH Grant recipient. The Roster will include the total of PATH funds stu-
dents received for each term and the total amount that was disbursed to the school on the student’s behalf. If
there is an error related to the student’s eligibility or disbursement, the institution is required to provide the
correct information on the roster and return it to PHEAA along with the signed certification page.

a. The Disbursement Roster is accessed on PageCenter via the secure school portal at PHEAA.org.

b. The Disbursement Roster must be returned within 30 days of receipt; if there are no changes to the ros-
ter, the institution is only required to sign and return the certification page. Subsequent disbursements
will be withheld until the certified roster and/or the certification page is returned.

PATH Reconciliation Roster: The annual Reconciliation Roster provides the school with a final opportunity to
report ineligible students or changes to a student status and reports the student’s final eligibility status for
PATH in accordance with the school's records. The roster must be returned within thirty 30 days of receipt;

if there are no changes to the roster, the institution is only required to sign and return the certification page.
Subsequent disbursements will be withheld until the certified roster or the certification page or outstanding
refunds are returned.

If the school determines that there are additional funds to be disbursed after reconciliation, the school should
contact PATH staff to request another reconciliation roster.
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PARTNER PAGECENTER REPORTS

The following are two PATH reports that are placed in the Partner’s PageCenter mailbox. Partner reports are for
informational purposes only and require no follow-up action from the Partner

1. Partner Award Applicant Status Listing: The Award Applicant Status Listing provides term status, award, and
college information for all students who have been nominated by the PATH Partner and have been identified by
PHEAA as potential recipients. The Award Applicant Status Listing is placed in the PageCenter mailbox of the
nominating Partner.

a. The Award Applicant Status Listing is accessed on PageCenter via the secure school portal at PHEAA.org.

b. The most recent version of the Award Applicant Status Listing is automatically placed on PageCenter
biweekly (every other Tuesday). The following are student status change indicators:

* A pound sign (#) next to the student’s name indicates that the student was not on the previous
Award Applicant Status Listing.

e An asterisk (*] next to the student’s name indicates that there has been a status or award change
from the previous Award Applicant Status Listing.

2. PATH Denials List: The PATH Denials List provides a list of those students who have been nominated by the
PATH Partner but are not eligible to receive a PATH award.

a. The most recent version of the PATH Denials List is automatically placed on PageCenter biweekly (every
other Tuesday).

b. Denial Reasons:

DENIAL REASON DENIAL DESCRIPTION

The PATH nominee is not eligible because the PATH award would be less than the

LESS THAN MIN AWARD o .
minimum award allowed per program policy.

The PATH Partner nominated more students than its allocation could support.

MAX ALLOCATION The PATH nominee is not eligible because funds are not available.

The PATH nominee is not eligible to receive PATH funds due to not having a PA

NO STATE GRANT AWARD Sisite st sl

The PATH nominee is not eligible because they attend a postsecondary institution

OUT OF STATE SCHOOL . :
outside of Pennsylvania.
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APPENDIX C

V. PATH STUDENT CERTIFICATION BEST PRACTICES

The PATH Applicant Certification and Status Listings (ACSL) is a biweekly report generated to the STEP application
of an institution’s PageCenter mailbox. This report provides certification data and award information for those
students who listed the institution as first choice when filing the FAFSA®; have been nominated by a PATH partner;
and have been identified by PHEAA as potential recipients. As a prerequisite for disbursement, institutions must
confirm eligibility and award amounts for students who are potentially eligible.

BEST PRACTICES

ACSLs are printed, completed and returned via fax to 717.720.3786 by the institution to be manually processed by
PHEAA staff. Incomplete or incorrect certification could delay or prevent funds transfer. Follow the best practices

below to facilitate efficient student certification.

o0 Qoo

v
v

AN NN <

<

<

v

00000000
PHERA STATE UNIVERSITY

STUDENT

Work from the most recently generated ACSL
Circle "Y" or” N" in all three fields
e Degree Program
e Academic Progress
e Unmet Cost/Need
Insert information in these fields
 Graduation Date (optional)
e Certified Amount
Correct Enrollment Status information [if applicable]

Indicate “$0” in the Certified Amount field to cancel an
award for the term

Send one completed ACSL (signed and dated)

Only send subsequent program year ACSLs if there are
changes/updates (pages with changes and certification
page only)

Leave fields blank for students not yet certified but
expected to be certified during the program year

Review the PATH Program Guidelines for field defini-
tions, descriptions and additional certification informa-
tion

Allow 7-10 business days for processing

09/10/2018

2018-15 APELICANT CERTIFICATION ND STATUS LISTING
3 DOC ID TPAL

FLICANT/RECIPIENT DATA

AND CURRENT SIAT DGR PROGRESS ENRLLMNT UNME EST. MBX CERTIFIED
c

T
INFORMETION INELIGIBLE RERSONS PR STATUS  NEED/COSL. EEC AWRD BMNT AMOUNT

#STUDENT,

999-39-9
GRAD DATE:

#STUDENT,
399-99-9
GR2D DAT:

, SARMH T
299 PARTHER: PHERR FNDIN

o R ST e

SPRING PENDING CERT N Y R WN 052,50 ¢

TOTAL AWARD DISBURSED: & o

, BRANDI H FALL PENDING CERT /N /N 1-FULL w7 5912 % 2,500 &
999 BARTHER: PHERR FNDIN
E:
SPRING EENDING CERT

YN YN 1-FULL /N 5912 § 2,500 &

TOTAL AWARD DISBURSED: & o

X Leave blank fields for students to be certified

» Degree Program (circle “Y” or “N”)
e Unmet Cost/Need (circle “Y" or “N”)

» Academic Progress [circle “Y” or “N”)

e (Certified Amount

 Graduation Date (optional)

X Write an amount in the Unmet Need/Cost field
(circle “Y” or “N” only)

x

Certify if partner funds have not been received

X Write “partner funds not received” or “$0” if partner
funds are expected (leave blank)

x

Send ACSL pages with no changes

X Send duplicate ACSLs or duplicate information

X Certify for terms the student has not yet started

00000000

EHEAA STATE UNIVERSITY

STUDENT INFORMATION

2018-19 APPLICANT CERTIFICATION AND STATUS LISTING
)

09/10/2018
DOC ID TPAL
ERGE

PLICANT/RECLPIENT DATA

TERM AND CUREENT STAT DGR PROGRES!
NELTG

$STUDENT, SARAH T
995-95-9333  EARTHER: PHEAR MNDTN|
GReD DATE: c

#STUDENT, BRANDI H
—99-3993  PARTHER: EHEAA ENDIN
GRAD DATE:

o

Onpregaion
B

FALL PENDING CERT  ¥/N  Y/N  1-FULL

SPRING PENDING CERT  ¥/N Y/  1-FILL YN
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APPENDIX D

V. MY FILE GATEWAY PATH NOMINEE TEMPLATE AND INSTRUCTIONS

SSN LAST FIRST ADDRESS cITY STATE ZIP SCHOOL AT- PARTNER FULL PARTNER PROGRAM PROGRAM
(1) NAME (2)  NAME (2) (2-3) (2) (2) CODE TENDING SCHOLARSHIP  PARTNER CODE TYPE YEAR
(1) (2) NAME AWARD  (501c3) ID
FOR 18-19 (5)
(4)
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920
PATH 1920

MY FILE GATEWAY NOMINEE TEMPLATE INSTRUCTIONS

To standardize the submission of PATH Program nominees, a spreadsheet template has been created. All 2019-20 PATH nominees must be submitted via the My
File Gateway portal using the 2019-20 spreadsheet template. My File Gateway offers a secure web portal access for you to send information on PATH Program
nominees and to receive reporting data. It is a process that is easy to use and does not require advanced technical skill or knowledge.

Please familiarize yourself with the My File Gateway instructions referenced in this document. Appendix E provides instructions on how to access and use our
My File Gateway system to send data. Appendix G provides instructions on how to request user access to My File Gateway.
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GUIDELINES FOR MY FILE GATEWAY PATH NOMINEE TEMPLATE POSTING:

SSNs are to be posted with no dashes (ex., 111223333).

First name, last name, address, city [must be spelled out), state, (can be abbreviated) must all be upper case.
PO Boxes must have a street address.

Zip codes with extensions, if available, are to be posted with no dashes (ex., 123456666).
School attending must be upper case.
Partner scholarship name must be upper case.

PATH Partner awards must be rounded to the nearest dollar and should not contain a dollar sign ($) or commas

().

The partner code must not contain any dashes.

NOTE: The use of formulas or calculations on the template will result in students not being nominated.

If you have questions about using My File Gateway, please contact State Grant and Special Programs staff at
800-443-0646, option 3, option 2, a private number reserved for the use of PATH Partners or by sending an email
to path@pheaa.org.
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APPENDIX E

VI. PATH NOMINEE LIST & MY FILE GATEWAY INSTRUCTIONS

Guidelines for My File Gateway usage when Sending & Receiving data:

TO LOG IN:
1. Using your browser enter this exactly as given: https://sfweb.pheaa.org and press Enter.

You should see this screen:

Contact Us

Alec Welcome Friday, January 31,2014

THE FINANCIAL AID KNOW-IT-ALL

Login
In order to continue, please enter a valld User Id and Password
*userid: |
"Password

+ Forgot your password?

Contact Us | Privacy Policy | Terms of Use

Copyright © 20072013 Pannsytvanis Higher Tducation Assistance Agency. All Rights Resarved

2. Enter your “User ID” and “Password”. Click on the Sign In button.

Alec W0 Best SAO0P - TRars Ol Jamuan ¥ 20N

TME FINANCIAL AID KNOW T ALL

Welcome

You me -canaqhn-xn.lnnln B0 View [ y0n 300 UG an AN IPCNGRO0) SUh &% SN T0A0N WE FCONIMend yiu ©ad
\J ¥ Aasate Techoubogy View R a0 amgroved exgedente. You Con change rour prelened wew 90\ Bme rou 30n n

Qs loimer

This computer 13 2 U S Covernment computer systam R shouie B e oMol U G Covemmant work onty. Use By unauthored persand, o for
PALOAN Sutineds i (CONSARG 303 CoMRANE 3 WalaBon of 9 D 1000 308 ORar Fachral Lawa ¥ou Rave MO REASONARLE EIFECTANON OF
PRIVACY while uswng s compuler AN Gote cortamed heren may De moniored inderCegted recorded reed Copied, of Caplured in oty Manner by
BUGOTAS COrSINEE BSIN0N OISO B SUPLIS My OAY i SOAONA TN SIDMS My PARMEM Sdeae of (MM Waud OF egies

s conduct Sourvd on BYs and ol Connecied Comewter sritems Furhermore, law enfaccement oouts Mmay de aPored % 200rss and Coled eadency
o s Bystem

USE OF Think STRTRM HY ANY USER. AUTHORIZED DR UNAUTHORIZED, CONSTITUTES EXPRESS CONSENT TO Tl MONTORNG ¥ YOU 00
NOT CONDENT, PLEASE CLOSE THE WINDOW 10 £0T FHS WEBSITE. & YOU AGREE 10 ALL THE CONDITIONS ABOVE. PLEASE FRESS YES. |
AGSE E

e 100 Nt Agrwe Yeu, 1 Agree

3. Users are required to agree to the terms of use each time they sign in. Click Yes, | Agree to continue.
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TO UPLOAD FILES:
1. Click on Upload Files.

E, "k ‘_! American Education Services

Jl‘-mi Upload Files | Downlosd Files|  Raports |

Search for file activities
To search for a¥l activities simply leave all fields blank and select Find
| Search Crvarta|

Timas shown in local time 20ne (O Change to server time zone
| Find Ji Claar

Basic Search
BGRY Enter sasich crtaria balow and selact Find
To display all activity leave query fields blank

Oroducer : | Data (From) : | Bt ddryyy

Tiene (From) « [ o4 2 ‘a-:v: '

Consumer |

E EE

Qnginal File Hame | Date (To) » ‘7
Protocol 1 | Tima (To) s [ [ [ 84 (0-23 hours, 0-53 rninutas)
|startad
Statug 1 |Suscended
Ignored

2. Click the down arrow in the Mailbox Path field and select the mailbox where the file should be uploaded. Only
the mailboxes to which the user has access are available in the drop-down list.

NOTE: You must select your organization’s Inbox1 mailbox when submitting nominations. If the Inbox1 mailbox is
not selected, PHEAA will not receive the transmission.

E, [ ‘_! American Education Services

| e Aty | Uplowd Pies | Oonntond Féen|  eperes |

Search for file activities
To search for a¥l activities simply leave all fields blank and select Find

Timas shown in local time 20ne (O Change to server time zone

s o]

| Find

Ji Claar

Raskc Search
“ Enter saarch criteria below and selact Find
To display all activity leave query fields blank

Sroducer : | =l Date (From) :
Consumer | [ ) E Tiene (From) 1« |
Onginal File Hame 1 } Date (To) |
Protocol 1 | = Tiena (Toy s [ 0
[startad
Statug ¢ [FUfcseded
Ignored

3. Inthe File Field, enter the path to the file or click Browse to browse for the file on the user’s local files di-

rectly.

4. Leave the Rename File As field,blank. Doing so will allow the nominee spreadsheet to remain in Excel for-

mat.

5. Click Send.
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6. Adialog box displays confirming stating that the mailbox is unmonitored.

- American Education Services

| vome | pofle | mep | signou |

Upload a file
Specify mailbox file and renaming pattern

Mailbox Path : | /pathpartner/Inbox1 |=]

File: Cl\Users\Desk: Browse..

Rename File As : |

This mallbox is unmonitored. Files uploaded to
this mailbox will not be processed

oK I cancel ]

7. Click OK.

NOTE: You must click OK to complete the file transfer. The pop-up box message indicates that your file will not be

automatically processed by PHEAA's system. Clicking OK will allow your file to be manually processed by PHEAA
staff instead.

8. Send an email to path@pheaa.org indicating that your nominee spreadsheet has been sent.

Please call the PHEAA/AES Help Desk at 877-398-4237 if you have any questions or problems with the above
instructions.
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APPENDIX F

IX. PAGECENTER INSTRUCTIONS
TO LOG IN:

You will receive an email when a report is available for you in PageCenter. In order to access PageCenter, click on
the link embedded in the email. You may also access PageCenter via the following URL address:

https://host113.aessuccess.org/lrs/webconnect/prod?trid=logon

When you click on the link, the following screen will appear:

3 PapeCenter Wob heoess - Micresed| Interacl Diplorer
Fle Bt Vew Fovortes Tk e d

G‘r.l' > - [« |8) A ) Seoh U Ramrnes @8 (- 05 N Fal

33 e | ) 1
PageCenter Web Access

Enterpnse Report Viewing and Archiving

Urer 14 |
Passwmd

Y wn ] Enter Mew Howt Pasvoned
Veuily New Hoat Passuod

Fistes yoru Usey 1d sl Fassword te Loson

Fugel anser Wen Avowre 21131
Puur Mg avedabie: | 200
AFP Plugen weadable | 200

Copyrght 01 Lasa, Puy & Shangs, I 480 Paghis Pasarved

Your ‘Host User ID" is the ‘PTXXXXX" ID provided to you via email. This user ID was established expressly for
PHEAA partners, that is why it starts with a "PT.”

Instructions for creating your password are:

The first time you log on, the password is up to the first eight letters of your last name. Once this has been entered,
you will be asked to change your password. Enter your new password into the ‘Enter New Host Password’ and
‘Verify New Host Password’ fields using the following rules:

1. Passwords must be exactly eight characters in length.

2. The first character must be a letter; the second character must be a number; and the remaining six charac-
ters can be any combination of letters and numbers.

Passwords expire after 30 days and must be changed. You will be prompted when your password must be
changed. In order to create a new password, use the following instructions:

1. Enter your PT ID in the “User ID" field.
2. Enter your current password in the “Password” field.
3. Enter your new password in the “Enter New Host Password” field

4. Re-enter your new password in the “Verify New Host Password” field, and click “Login.” Please note that you
cannot use any of your ten previous passwords.

If you forget your password, or if you are locked out, contact our helpdesk at 877-398-4237, select option 1 for
password resets, and follow the instructions. You must access the PageCenter system at least once every 30 days
to keep the user ID active. If the ID becomes inactive because you have not logged into the system within 30 days,
please contact our Help Desk at 877-398-4237, select option 2 to have your user ID reinstated.

PATH Program Guidelines ¢ 2019-20 25


https://host113.aessuccess.org/lrs/webconnect/prod?trid=logon

Once you have successfully logged on to PageCenter, you will see a screen similar to the example below that shows
reports available to view. You will only be able to see the reports that pertain to your organization. The ‘Help’ key at

the top will assist you in navigating the system.

viem | Mazking

Lacsl Pint | Delele | Select 41

Find:

Mailbox: FHILAED FHILADELFHIA EDUCATION FUND

Application: 5TEP PATH/ACHAFEE ETG/GEAR UPAPTS N
Pageset Desenption Date Tume Size Pages Status Location
I [ FCPSGMIOPHILAED PARTNER APPLICANT STATUS LIST 2009.06-22 0804 472 & Mew  WALLT-2
To set up your PC to print a report in PageCenter:
1. Log in to PageCenter using your assigned “PT ID” and password as described on page 25.
2. Click on “"Preferences” from the PageCenter Main Options Menu.
3. Click on the “Browse” tab.
Update | Cancel | [efauts | Favonos :
General Columns :
UsedD: PHI103 d
Deseriphon: i
Last Accessed: Fii Oct 16 11:-15:46 2003 !
i
Pagozet Font: Couner Mew Gieenbar Count: 4 !
Pageset Font Size [1-7); ? Greenbar Color: Light Green ] :
Browse in New Window: El Range Browse Page Lmit: 50 1 -9 :
Show Extended Display Options: F :
Display Cariage Control: 0 Show Auler: & |
Display in Hex: O !
Pagesat Taxt Find Section ‘
Direction: Forward v Search From; Top ¥ i
Mak Search Lines [Line dala only): 5000 Max Search Pages [AFP only): 100 i
Caze Sensitive: il Search ASCI Teat [Caze Sensitivel ] [AFP anly) i
Find Text in Headess [Line data only): = k
!
View Copy Groups = Undefined Code Paint: v E
AFF Zoom Lovel [+ AFF Rotation; 0 [¥] |
AFP Imago Color: BLACK ~l AFP Trace Flags: 00000000 ;
nstall AFP Plig Version available: 1.2034 Dizplaw Curart Veison H
Print Phug-in Sellings 5 eclion \
Print Font: Couner New Print Font Size [actual size): 3 k
Print Tap Margin: 0z Print Left Margin: 0.2 E
Mo Form Feed on Local Peint/Save: o Print Drientation: Serat v :
Fil lo Printable Area: O Print Plug-in Trace Flags: o0 !
Page Range: _A-II |E Print Entive Page Cluster: ] E
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4. Scroll down to the “AFP Settings” section.
5. Click on “Install AFP Plug-in.”

6. Save the plug-in to your desktop.
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7. Click on “Install Print Plug-in.”
8. Save the plug-in to your desktop.
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9. Log out of PageCenter by clicking “Logoff” at the upper right of the screen.

10. Close all of your browser windows by clicking on the “X" at the upper right corner of the window.
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11. Go to your Desktop and click on the icon labeled “afpplg12.”

12. Follow the installation process. You will need to agree to the terms of use. (The plug-in will install automati-
cally.)

13. You may get a message “File does not exist - Create it”; if so answer “Yes.”
14. Click on the icon labeled “prtplg12.”

15. Follow the installation process. You will need to agree to the terms of use. (The plug-in will install automati-
cally.)

In order to confirm your PC is set up to print your report:

1. Log back into PageCenter, select your report and click on “Local Print” in the upper left corner of the screen.
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2. Scroll to the bottom of the page; the black-outlined box at the bottom should say “"Web Access Printing.”
Once you see this message, your PC is now ready to print PageCenter reports.

To print PageCenter reports:
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1. Click on “Local Print” in the upper left corner of the screen.

2. Select the pages you would like to print by clicking “All", “Current Page” or “Pages.”

3. Select “Portrait” or “Landscape” print type.
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4. Once you have selected all the required parameters, click on “Print’

NOTE: “Landscape” is recommended for printing your partner report.

"in the upper left corner of the screen.
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APPENDIX G

V. PATH PARTNER INSTRUCTIONS FOR REQUESTING ACCESS T0 PHEAA SYSTEMS

Before PATH Partners can access PHEAA tools such as PageCenter or My File Gateway, several access
requests must be completed.

OVERVIEW

Your organization must have a signed Remote Access Agreement (RAA] and a designated Authoritative

Source at all times. In addition, a Partner’s Authoritative Source and all other approved users must have
Business Partner Access Management System (BPAMS) access to STEP (CHAFEE, GEAR UP, PATH), Web File
Transmission - Secure File Transfer, and PageCenter - STEP (CHAFEE, GEAR UP, PATH] in order to access
PHEAA's online tools. Finally, all users, including your organization’s Authoritative Source, must maintain their
access by logging into PHEAA's online tools at least once a year. Inactive accounts will be terminated after a
year of non-use. Please note that PHEAA may not prompt or know to prompt Partners to take all the necessary
steps to maintain their access. It is the Partner’s responsibility to request and maintain user access and to
reach out to PHEAA in the event that a new user or new Authoritative Source is needed.

REMOTE ACCESS AGREEMENT (RAA] AND AUTHORITATIVE SOURCE FORMS

All new Partners are required to complete and return a RAA and designate an Authoritative Source via an
Authoritative Source Form. Both the RAA and the Authoritative Source Form are required in order to access
PHEAA's online tools. The RAA and Authoritative Source Form will be provided upon the new Partner’s
approval and must be returned to PHEAA with a wet signature.

Partners whose Authoritative Source has changed or lapsed should email path@pheaa.org to request a new
Authoritative Source Form. You will receive a form entitled Request for Authoritative Source Status. Complete
the document and return it via any of the methods listed at the bottom of the form. Once this form is returned
to PHEAA and processed, it will give the designated individual the authority to request access to PHEAA
resources for themselves and for other users in their organization.

BPAMS ACCESS REQUESTS
Access the BPAMS system by following this link: https://ccc.aessuccess.org/apps/bpams.nsf/home.

1. Log into BPAMS.

a. Ifitisyour first time accessing BPAMS, select New Profile.

PH@a )\  Business Partner
; ) Access Management System

Login New Profile
At

dn Click ‘New Proﬁle’}

1) Answer the questions that appear.
2) When prompted to enter an Access Code, enter your nine-digit tax identification code (EIN].
3) Click the Next button.

2. Request access to STEP (CHAFEE, GEAR UP, PATH], Web File Transmissions - Secure File Transfer, and
PageCenter - STEP (CHAFEE, GEAR UP, PATH).

a. For new users:

1) Continue to the Access Level section of your New Profile creation.
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b. For returning users who already have a username and password:

1) Click My Profile.
PH@a )) Business Partner
Access Management System

Home My Prﬁ!'ile User Profiles Access Requests
-

Click "My Profile’ l

2) Click the triangle icon next to Access Options at the bottom of your screen.

User Profile CGOPH99
First Name ML Last Name
John A Doe
Direct Work Phone Number Ext. Email
717-234-5678 Jdoe@pheaa.org

» Institution Information

» Security Question and Answer

» Access Options
om@ Click "Access Options'J

» Profile History

c. Torequest access, complete the following steps:

1) Indicate which type of access you need by clicking the Update button next to the access items
you desire.
v Partner: Programs
PageCenter Update  No Access
STEP (Chafee, GEAR UP, PATH)
STEP (CHAFEE, GEAR UP, PATH) Update | No Access
Web File Transmission Niahaa
Secure File Transfer Update | No Access

2)
3)

A pop-up window related to the access item will display with the user’s current access level.

Click the radio button in each pop-up corresponding to the level of access the user requests, and
then click OK.

PageCenter — STEP (Chafee, GEAR UP, PATH) Q
No Access o

Access @ «

OK  Cancel

4) Repeat as needed until all necessary access items have been requested.
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5) Submit your request.

i. New users must click the “Submit Request to Create User” button at the bottom of the page.

ii. Returning users must click the “Submit Request” button at the bottom of the page.

6) The Verification pop-up window will display. Review your request for accuracy, and then click
“Submit Changes.”

3. Please note:
a. For new users, a username and password will be created for you within 1-3 business days.

1) Your username and password may be used to log into all of PHEAA's online tools once you have
been granted access (BPAMS, My File Gateway, and PageCenter).

b. Access requests submitted by users other than the Authoritative Source will move to the Authoritative
Source for approval.

c. Users should log into PHEAA's online tools regularly to maintain their access. User profiles (including
user names and passwords] will be terminated after a year of inactivity.

RESOURCES

PHEAA’'s BPAMS tutorials offer step-by-step guides for most BPAMS processes. Users can access these
tutorials once they have obtained a username and password and have successfully logged into BPAMS.

PH@& \  Business Partner
) Access Management System

Home

User Profiles Access Requests Institutions Reports New Profile

BPAMS Tutorial

Welcome to the Business Partner Access Management System (BPAMS)

If you have difficulty logging into or using a PHEAA online tool, please contact the PHEAA Helpdesk at
877-398-4237 or email path@pheaa.org.
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CENTRAL PARTNERS

Adams County Community Founda-
tion

68 East Middle Street

Gettysburg, PA 17325
717-337-0060
bev@adamscountycf.org

Centre County Community Founda-
tion

PO Box 648

2601 Gateway Drive

Bristol Il Suite 175

State College, PA 16804
814-237-6229
ashley@centre-foundation.org

Dallastown Area Educational Foun-
dation

700 New School Lane

Dallastown, PA 17313
717-244-4021

daef@dallastown.net

Degenstein Foundation

228 Arch Street

Sunbury, PA 17801

570-286-1582
office@degensteinfoundations.org

Eastern York Dollars for Scholars
P.0. Box 95

Wrightsville, PA 17368
717-843-3804
aanstine@rklcpa.com

First Community Foundation of PA
201 W. Fourth Street
Williamsport, PA 17701
570-321-1500
bettyg@fcfpartnership.org

APPENDIXH

IV. PATH PARTNERS

The Foundation for Enhancing Com-
munities

PO Box 678

200 N. Third Street, 8" Floor
Harrisburg, PA 17108

717-236-5040

felmes@tfec.org

Gettysburg Area Dollars for Scholars
PO Box 3245

Gettysburg, PA 17325

717-334-6741
matt.sheads@hnoins.com

The Lancaster County Community
Foundation

24 W. King Street

Suite 201

Lancaster, PA 17603
717-397-1629
AMaslandSarani@lancfound.org

Martin Luther King Scholarship Fund
PO Box 6303

Lancaster, PA 17607

717-358-2856

awhopkin@hacc.edu

Merakey Pennsylvania Foundation
4391 Sturbridge Dr.

Harrisburg, PA 17110
717-441-9525
jbreaith@merakey.org

PA State Resource Family Association
PO Box 60216

Harrisburg , PA 17106

800-951-5151

dkinard@psrfa.org

South East Dollars for Scholars
377 Main Street

Fawn Grove, PA 17321
717-382-4843
bowmanj@sesd.k12.pa.us

Southern York County School
District Foundation

3280 Fissels Church Road
Glen Rock, PA 17327
717-235-4811
sycsdfoundation@sycsd.org

Spring Grove Area Scholarship Fund
100 East College Avenue

Spring Grove, PA 17362
717-578-5862
amasenheimer@wellspan.org

York City Dollars for Scholars
31 North Pershing Street
York, PA 17401

717-424-1094
ycdfs1@gmail.com

York County Community Foundation
14 W. Market Street

York, PA 17401

717-848-3733

LBoyce@yccf.org

York County Hispanic Coalition
PO Box 722

York, PA 17405

717-846-5300
barajelo@ycs.k12.pa.us
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EASTERN PARTNERS

ASPIRA Inc of PA

4322 N 5" Street

3 Floor

Philadelphia, PA 19140
215-455-1300
vdelarosa@aspirapa.org

Berks County Community Foundation
237 Court Street

Reading, PA 19601

610-685-2223

letad@bccf.org

Central Susquehanna Community
Foundation

725 W. Front Street

Berwick, PA 18603

570-752-3930
cpangelinan@csgiving.org

Chester County Community Foundation
The Lincoln Building

28 W. Market Street

West Chester, PA 19382

610-696-8211

kevin@chescocf.org

Community Foundation of the Endless
Mountains

270 Lake Avenue

Montrose, PA 18801

570-278-3800
info@community-foundation.org

The Community’s Foundation
900 West Sproul Road, Suite 101
Springfield, PA 19064
610-461-6571
heather@tcfhelps.org

Kids Chance of PA

2000 Market Street

13th Floor

Philadelphia, PA 19103
610-850-0150
info@kidschanceofpa.org

Philadelphia Academies, Inc.
1401 Walnut Street

9th Floor

Philadelphia, PA 19102
215-546-6300
igmerlino@academiesinc.org

The Philadelphia Education Fund
1709 Benjamin Franklin Parkway

Suite 700

Philadelphia, PA 19103
215-665-1400
mcliett@philaedfund.org

Philadelphia Futures
230 S. Broad Street
7th Floor
Philadelphia, PA 19102
215-790-1666

amyperez@philadelphiafutures.org

Police Athletic League of
Philadelphia

3068 Belgrade Street
Philadelphia, PA 19134
215-291-9000
scholarships@phillypal.com

Schuylkill Area Community
Foundation

216 South Centre Street
Pottsville, PA 17901
570-624-7223
skoszyk@verizon.net

Scranton Area Foundation
615 Jefferson Avenue
Suite 102

Scranton, PA 18510
570-347-6203
cathyf@safdn.org
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WESTERN PARTNERS

Armstrong County Community
Foundation

220 South Jefferson Street
Kittanning, PA 16201
724-548-5897
jodi@servingtheheart.org

Bethlehem-Center Community
Education Foundation

1605 Morey Road
Fredericktown, PA 15333
724-377-0463
valcaprini@gmail.com

Bridge Builders Foundations
PO Box 374

206 Seneca Street

Oil City, PA 16301
814-677-8687
lauren@bbcf.org

Community Foundation for the
Alleghenies

116 Market Street

Suite 4

Johnstown, PA 15901
814-536-7741
kperkosky@cfalleghenies.org

Community Foundation of Fayette
County

2 W. Main Street

Suite 101

Uniontown, PA 15401
724-437-8600
rcouser@cffayettepa.org

Community Foundation of
Greene County

PO Box 768

108 E. High Street
Waynesburg, PA 15370
724-627-2010
cfgcpa@gmail.com

Community Foundation of the
Northern Alleghenies

P.O. Box 934

32 South Mary’s Street, Suite 4
St. Mary’s, PA 15857
814-834-2125
eccf@windstreem.net

Community Foundation of
Warren County

PO Box 691

310 Second Avenue
Warren, PA 16365
814-726-9553
cfwc@westpa.net

Community Foundation of Western PA
7 W. State Street

Suite 301

Sharon, PA 16146

724-981-5882
linda@comm-foundation.org

Crawford Heritage Foundation
P.0 Box 933

415 Chestnut Street

Meadville, PA 16335
814-336-5206
executive@crawfordheritage.org

Erie Community Foundation

459 W. Sixth Street

Erie, PA 16507

814-454-0843
mobrien@eriecommunityfoundation.org

NEED

The Law and Finance Building
429 4th Avenue

20th Floor

Pittsburgh, PA 15219
412-566-2760
rbrooks@needld.org

The Pittsburgh Foundation
Five PPG Place

Suite 250

Pittsburgh, PA 15222
412-394-2626
hezela@pghfdn.org

The Pittsburgh Promise Foundation
1901 Centre Avenue

Suite 204

Pittsburgh, PA 15219

412-745-2220
saleem@pittsburghpromise.org

Washington County Community
Foundation

PO Box 308

1253 Route 519

Eighty Four, PA 15330
724-222-6330

brtrew@wccf.net
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Created in 1963 by the Pennsylvania General Assembly, the Pennsylvania Higher Education Assistance Agency (PHEAA)
has evolved into one of the nation’s leading student aid organizations. Today, PHEAA is a national provider of student fi-
nancial aid services, serving millions of students and thousands of schools through its loan guaranty, loan servicing, grant
administration, outreach, and other student aid programs.

PHEAA's earnings are used to support its public service mission and to pay its operating costs, including the administra-
tion of the Pennsylvania State Grant and other state-funded student aid programs. PHEAA continues to devote its energy,
resources and imagination to developing innovative ways to ease the financial burden of higher education for students,
families, schools, and taxpayers.

PHEAA conducts its student loan servicing activities nationally as FedLoan Servicing and American Education Services
(AES). For more information, visit PHEAA.org.

BOARD OF DIRECTORS

Representative Michael Peifer Senator Arthur Haywood Representative Curtis G. Sonney
Chairman, Greentown Philadelphia Erie
Senator Wayne D. Fontana Senator Vincent J. Hughes Chancellor Timothy R. Thyreen
Vice Chairman, Pittsburgh Philadelphia Waynesburg
Senator Ryan Aument Representative Anita Kulik Senator Robert M. Tomlinson
Landisville Allegheny Bensalem
Senator John P. Blake Representative Steven C. Mentzer Secretary Robin L. Wiessmann
Lackawanna Lancaster Dept. of Banking & Securities
Representative Mike Carroll Honorable Roy Reinard Secretary Pedro A. Rivera
Avoca New Hope Dept. of Education
Representative Angel Cruz Representative James R. Roebuck, Jr.
Philadelphia Philadelphia

Senate Republican Appoint
Representative Sheryl M. Delozier Senator Mario M. Scavello R R LA s

V t
Cumberland Monroe/Northampton acan

PENNSYLVANIA HIGHER EDUCATION ASSISTANCE AGENCY
1200 North Seventh Street, Harrisburg, PA 17102-1444 ¢ 1-800-692-7392

These materials have been developed and paid for by the Pennsylvania Higher Education
Assistance Agency (PHEAA]. The information contained in this document is believed to be
accurate at the time of printing.
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