December 2001

RE:  FAFSA Express Version 1.0

Dear FAFSA Express Users:

We are pleased to announce the release of a redesigned version of FAFSA Express for Windows, Version 1.0, for the 2002-2003 award cycle available after January 1, 2002.  The purpose of this new version of FAFSA Express software is to provide TRIO organizations with a tool to assist Federal financial aid applicants to complete and submit an electronic Free Application for Federal Student Aid (FAFSA) to the Central Processing System (CPS). 

We encourage everyone who can access the web to apply using FAFSA on the Web.  However, for those who are unable to access FAFSA on the Web to complete and transmit their applications, FAFSA Express is a stand-alone application that TRIO counselors can provide for their students’ use in applying for federal aid.  This letter describes the steps for getting started with this software.
What’s New in FAFSA Express for Windows, Version 1.0


FAFSA Express for Windows, Version 1.0 is for the exclusive use of TRIO organizations.  In addition to changes in the FAFSA Express software, there have been changes to the method for transmitting the data to the CPS.  
· The new Student Aid Internet Gateway (SAIG) requires that the FAFSA data be sent via the Internet.  In order to do this, each TRIO organization must enroll via the Web as a member of the U.S. Department of Education’s SAIG.  The contact person for each TRIO organization should apply for a TG#, which uniquely identifies the organization as a TRIO Destination Point.  One TG# will be assigned per TRIO organization.  The TG# is required in order to submit data to the Central Processing System (CPS) via the SAIG.  The enrollment method is outlined in the step-by-step process below.
· EDconnect 5.1.0, which is the telecommunications software provided by the Department, must be used along with FAFSA Express in order to transmit data to the CPS via the SAIG.  EDconnect can be downloaded from the Internet.

· FAFSA Express for Windows, Version 1.0 can also be downloaded from the Internet.

How to Enroll as a Member of the SAIG

Step 1:  Enroll via the SAIG Enrollment Web site

To enroll as a member of the SAIG, you must submit an SAIG Enrollment Form via the Web.  This document establishes or updates enrollment information.

To enroll via the Web, go to the SAIG Enrollment Web site at:

www.SFAwebenroll.ed.gov

Note:  In order to use the SAIG Enrollment Web site (SFAwebenroll.ed.gov), you must use a compatible Internet browser, such as Internet Explorer or Netscape.  (See the Appendix for browser information.) 

· Click on Enroll.  Follow the instructions listed on each screen.  For assistance, click on the Help button located at the bottom of the screen or call CPS/WAN Technical Support at 800/330-5947 or send an e-mail to cpswan@ncs.com.
· Print the signature page.  Sign and mail the signature page to: 
CPS/WAN Technical Support, P.O. Box 30, Iowa City, Iowa  52244 

Note:  A signed signature page must be received before your application can be processed.  Only one application will be processed per TRIO organization. 

(If you have difficulties with downloading the signature page or other documentation, see the Appendix at the end of this document for additional information.)
Step 2:  Receive Your TG# 
Enrollment with SAIG establishes a Destination Point that is represented by a TG#.  Your contact person will be designated as your destination point administrator (one per TRIO organization) and will be assigned one TG# for your organization.  Your contact person will also receive the official “Welcome Letter” that assigns the TG#.  The destination point administrator should share the TG# and password with each staff person transmitting FAFSA data to the CPS.
How to Get EDconnect 5.1.0 Software and Documentation

Step 1:  Download EDconnect 5.1.0

First, we recommend that you read the EDconnect Installation Guide.  Instructions for downloading EDconnect are located in the Downloading Software/Paper Documentation section of the EDconnect Installation Guide on the U.S. Department of Education’s Student Financial Assistance Download (SFAdownload) Web site located at www.sfadownload.ed.gov/softedconnect.htm.

You can download the entire software package in one file, EDcon510.exe, or you can download the software as six separate installments, which you can copy to a network drive or to diskettes.  Please see the Downloading Software/Paper Documentation section within the EDconnect Installation Guide for details.  Instructions are provided for both stand-alone and network installations.

Along with the EDconnect software and EDconnect Installation Guide, you should also download the EDconnect Desk Reference.

Troubleshooting

If you have trouble opening the SFAdownload Web site to download the software or documentation, contact CPS/WAN Technical Support at 800/330-5947.

Note:  Some organizations restrict their users from downloading from FTP sites.  If you have trouble downloading, try again later.  If you are still unable to download, contact your technical support staff to ensure that you have full FTP download rights.

Step 2:  Install EDconnect 5.1.0
Before you start the installation, be sure to close all Windows applications, including screensavers, e-mail notification programs, and antivirus software. 

Step 3:  Create a Password and Set Up EDconnect 5.1.0
When you log into EDconnect for the first time after installing it, enter “PASSWORD” (uppercase and without the quotation marks) as the password for the default “Admin” User ID. 

Create a User ID, enter your User ID, and create a new User Password which you will use each time you log into EDconnect.  Next, use the wizard to set up your user profile.  Refer to the EDconnect Desk Reference for additional information on these topics.

Step 4:  Perform Connectivity Test

Perform a connectivity test.  If you select Yes, the SAIG Transmission Wizard will lead you through the steps necessary to perform the connectivity test.  If you have not selected a connection to use for transmitting through the SAIG, EDconnect will prompt you to select one each time you start EDconnect. 

How to Get FAFSA Express for Windows and Documentation (After January 1, 2002)

Step 1:  Download FAFSA Express for Windows, Version 1.0

We recommend that you read the FAFSA Express Installation Guide before downloading the software.  Instructions for downloading FAFSA Express are located in the Downloading Software/Paper Documentation section of this guide on the SFAdownload Web site (SFAdownload.ed.gov/FAFSA/fexpress.html). 

You can also download the FAFSA Express software from the SFAdownload Web site (SFAdownload.ed.gov/FAFSA/fexpress.html).
Step 2:  Install FAFSA Express for Windows, Version 1.0

Before you start the installation process, be sure to close all Windows applications, including screensavers, e-mail notification programs, and antivirus software. 

Note:  You will not be able to run FAFSA Express in a Windows 3.1 or 3.11 environment.  You must use Windows 98, Windows Me, Windows NT, or Windows 2000.

Step 3:  Create and Export Data

Creating Data

The screens in Entry, where you create your data, are designed for fast data entry.  The layout of the questions on the screens resembles the FAFSA.  You are able to add, view, and modify FAFSA data.  You can also enter values for Worksheets A, B, and C.  Then, you can print and export the FAFSA data.  You cannot print Worksheets A, B, and C.  

Note:  Make sure you mail all parts of the signature page(s).

For more information, access online Help in FAFSA Express.  You can view the main list of help topics by selecting Help, Contents from the FAFSA Express menu bar.  If you are unfamiliar with using online Help within Windows applications, select Help, Using Help from the FAFSA Express menu bar. 

Exporting Data

Prior to exporting your data, you must set up the EDconnect software and successfully complete a Transmission Test.  You must also have an Internet connection on your PC.  Use the Export dialog box to select records to export from FAFSA Express.  This step prepares the records for sending to the CPS and places them in a queue for the next step.  For more information, access online Help in FAFSA Express.  You can view the main list of help topics by selecting Help, Contents from the FAFSA Express menu bar.

Step 4:  Transmitting Data

Once you create data to send over the SAIG to the CPS for processing, you must transmit your data.  Use the Transmission Queue in EDconnect to create a request.  When EDconnect connects to the SAIG, it transmits the data in the queue from your PC to the CPS.

Note:  TRIO agencies will only transmit data, you will never receive data. 

If you have questions regarding SAIG Web Enrollment, EDconnect 5.1.0, or FAFSA Express for Windows, Version 1.0, you can call CPS/WAN Technical Support.  You can reach them Monday through Friday, 7 a.m. – 7 p.m. (CT), at 800/330-5947.  You can also e-mail inquiries, comments, or suggestions 24 hours a day to cpswan@ncs.com.  A representative will respond within 24 business hours.

CPS/WAN Technical Support

Appendix

Compatible Internet Browsers

The following Internet browsers are compatible to use with the SAIG enrollment Web site, SFAwebenroll.ed.gov:

· Internet Explorer version 5.50 or higher

· Netscape 6.2 or higher

You can upgrade your Internet Explorer browser via www.microsoft.com/windows/ie/default.asp.

You can upgrade your Netscape browser at:  browsers.netscape.com/browsers/main.tmpl.

Downloading Adobe Acrobat Reader

The FAFSA Express related user documentation are available for download in both Adobe Acrobat Portable Document Format (PDF) or Microsoft Word format.  Adobe Acrobat Reader is free software that lets you view and print PDF files.  Acrobat Reader also lets you fill in and submit PDF forms online.

Also, If you don’t have access to Microsoft Word, you may download the Microsoft Word Reader which will allow you to open and view Word documents; you can also share documents with those who do not have Word. 

To download free Acrobat software

1. Go to the URL field located at the top of your browser’s screen and type the SFAdownload Web site:  SFAdownload.ed.gov.
2. On the left side of the Web page, click on Download Utilities.

3. Use the scroll bar located on the right side of the screen to scroll down the page until you see the Document Viewers category, and then click on Adobe Acrobat Reader.

4. An Adobe Welcome page appears. Use the scroll bar to scroll down to the end of the page, and click on >Get Acrobat Reader.

5. The download page appears.  Scroll down the page until the Steps 1-3 appear.


Step 1: 

a)
Select a language (the default is English).

b) Select a platform. Click the down arrow to select your particular platform; for example, Windows 98, Windows Me, Windows 2000/XP, etc.

c) Select a location (the default is USA).


Step 2 (optional):

a)
Under Step 2 you have the opportunity to sign up for additional information from Adobe or their partners.


Step 3

a) Click the Download button to begin the download process.

6. A Save As dialog box appears.  Select the drive and folder where you want to store your download files, or use the default and click OK.

7. Once the files are downloaded, a Download successful dialog box appears.  Click the Install button.

8. Go to the folder where you installed the Acrobat software and run the ar500enu.exe file.

To download free Word Reader software

1. Go to the URL field located at the top of your browser’s screen and type the SFAdownload Web site address:  SFAdownload.ed.gov.
2. On the left side of the Web page, click on Download Utilities.
3. Use the scroll bar located on the right side of the screen to scroll down the page until you see the Document Viewers category, and then click on Microsoft Word Reader.

4. Scroll down the Web page and review the system requirements.

5. Print the Web page, as the instructions for downloading are located near the bottom of the page.

6. Follow the instructions for downloading the Word Reader software.
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