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PREFACE

This User Guide is intended to assist users of the HEERF Data Collection Tool. This
guide addresses the basic mechanics of the Data Collection Tool system access and
navigation for this process as well as the specific steps required to complete the Higher
Education Emergency Relief Fund (HEERF) Annual Performance Report.

This guide will be updated if major system modifications affect user procedures.

Data entered into the Data Collection Tool are authorized by a Higher Education
Emergency Relief Fund (HEERF) Data Collection Form (OMB Control Number 1840-
0850, expires 12/31/2023).

According to the Paperwork Reduction Act of 1995, no persons are required to respond
to a collection of information unless such collection displays a valid OMB control
number. Send comments regarding the burden estimate or any other aspect of this
collection of information, including suggestions for reducing this burden, to the U.S.
Department of Education, 400 Maryland Ave., SW, Washington, DC 20210-4537 ATTN:
Brian Fu or e-mail ICDocketMgr@ed.gov.
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1.0 Introduction

The Higher Education Emergency Relief Fund (HEERF) Annual Performance Report is
collected using the Education Stabilization Fund (ESF) Data Collection Tool. The Data
Collection Tool is a web-based application that allows Institutions of Higher Education
(IHEs) to report information that constitutes the Annual Performance Report for HEERF
grantees.

This document is intended to guide users in submitting the HEERF Annual Performance
Report.
1.1  Technical Requirements

The system login screen is located on the Education Stabilization Fund Public
Transparency Portal as illustrated below.

Recommended Web Browser: The Data Collection Tool will work in all browsers, but
Google Chrome is recommended for the best performance.

1.2 Overview

The Department of Education awarded HEERF grant funds to Institutions of Higher
Education (IHEs) through several different programs, including Student Portion,
Institutional Portion, Historically Black Colleges and Universities (HBCUSs), Tribally
Controlled Colleges and Universities (TCCUs), Minority Serving Institutions (MSls),
Strengthening Institutions Program (SIP) and Fund for the Improvement of
Postsecondary Education (FIPSE) Formula Grant.

1.21 HEERF Annual Performance Report Important Dates

For the reporting period of March 13, 2020 through December 31, 2020, the Data
Collection Tool will open on January 5, 2021 at 8:00 a.m. ET and close February 1,
2021 at 11:59 p.m. ET.

The limited reopen period for the HEERF Annual Performance Report is March 17,
2021, 8:00 a.m. ET through March 31, 2021, 11:59 p.m. ET.

IMPORTANT! To be included in the data quality review and the limited reopen period, a
submission of the HEERF Annual Performance Report is required by February 1,

2021. Late submissions will not be accepted and deadline extensions will not be
granted.
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2.0 Data Collection Tool User Roles

21 Types of Users

The HEERF Annual Performance Report collection through the Data Collection Tool
supports the following user roles. These roles were obtained via email responses from
the institution.

Editor Role: allows IHE user to view, enter, and update their own IHE’s data via
the Data Collection Tool.. They can view and print the Annual Performance
Report.They cannot submit the Annual Performance Report

Submitter Role: allows IHE user to view, enter, update, and submit their own
IHE’s Annual Performance Report. They can view and print the Annual
Performance Report. This person is authorized to submit the report on behalf of
the institution.

NOTE! Your IHE’s primary point of contact should contact the Help Desk to obtain user
names and passwords for additional users or to adjust access levels, when needed.
The Help Desk’s contact information is:

Phone: 1-888-OPEPD-10 (888-673-7310)
Email: CARESActReportingHelpDesk@ed.gov

The Help Desk is open from 8 a.m. to 6 p.m. ET, Monday through Friday, excluding
Federal holidays.

2.2 Concurrent Users

Multiple users may have access to the Data Collection Tool. If multiple users are
entering data on the same page of the Annual Performance Report at the same time,
only the most recent data entry updates will be captured by the system. However, if
multiple users are working on different pages within the Data Collection Tool at the
same time, one user’s save will not overwrite the other’s. Users should work internally to
ensure multiple users are not saving updates to the Annual Performance Report
concurrently.
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3.0 Logging In and Out of the Data Collection Tool

3.1 Logging into the Data Collection Tool

To access the Data Collection Tool login screen, go to the Education Stabilization Fund

Public Transparency Portal.

Recommended Web Browser: The Data Collection Tool will work in all browsers, but
Google Chrome is recommended for the best performance.

1. Click the login icon button in the top right of the page (see fig. 3.1).

. DEPARTMENT OF EDUCATION

ARES Act: Education Stabilization Fund

What is the Education Stabilization Fund (ESF)?
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Figure 3.1 — Login Button on Education Stabilization Fund Public Transparency Portal
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2. Enter the assigned Data Collection Tool user name and password into the
appropriate fields and click Login (see fig. 3.2). See Section 3.1 if you need
to reset your password. If you experience issues logging into the Data
Collection Tool, please contact the Help Desk.

Grantee LogIn
Fields marked with an asterisk (*) are required.

If you are an ESF Grantee, login below to edit and submit your annual report.

User Name (E-mail) *

Passwaord *

Cancel Login

Forgot Password / Reset Password

Figure 3.2 — Data Collection Tool Login Screen
NOTE! The Data Collection Tool password is case sensitive.

3. A Department of Education approved warning banner will appear. Accept the
terms of the consent to monitoring before accessing the application (see fig.
3.3) by clicking the I Accept the Terms button.

Terms of Use

You are accessing a U.S. Federal Government computer system intended to be solely accessed by individual users expressly authorized to access the system by the U.S. Department of Education. Usage may be
monitored, recorded, and/or subject to audit. For security purposes and in order to ensure that the system remains available to all expressly authorized users, the U.S. Department of Education monitors the system to
identify unauthorized users. Anyone using this system expressly consents to such monitoring and recording. Unauthorized use of this information system is prohibited and subject to criminal and civil penalties. Except
as expressly authorized by the U.S. Department of Education, unauthorized attempts to access, obtain, upload, modify, change, and/or delete information an this system are strictly prohibited and are subject to criminal
prosecution under 18 U.S.C § 1030, and other applicable statutes, which may result in fines and imprisonment. For purposes of this system, unauthorized access includes, but is not limited to:

« Anyaccess by an employee or agent of a commercial entity, or other third party, who is not the individual user, for purposes of commercial advantage or private financial gain (regardless of whether the commercial
entity or third party is providing aservice toan authorized user of the system); and

o Anyaccess in furtherance of any criminal or tortuous act in violation of the Constitution or laws of the United States or any State.
If system monitoring reveals information indicating possible criminal activity, such evidence may be provided to law enforcement personnel.

Authorization to collect the information you provide and an explanation of how it is used is defined in the Education Stabilization Fund Public Transparency Portal Privacy Impact Assessment.

Cancel 1 Accept the Terms

Figure 3.3 — Terms of Use Screen
3.2 Data Collection Tool Password

3.2.1 Resetting Account Password — Forgot Password

If unable to log into your account, reset your Data Collection Tool password by clicking
the Forgot Password link on the login screen (see fig. 3.4).
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Grantee Log In

If you are an ESF Grantee, login below to edit and submit your annual report.

Figure 3.4 — Data Collection Tool Login Screen - Forgot Password Link

Upon clicking the link, enter the user name and click Submit (see fig. 3.5).

Reset Password
Fields marked with an asterisk (*) are required.

If you forgot your password or need to reset it, provide your
user name (e-mail) below and a temporary verification code will
be sent to your e-mail address. This code can be used to reset
your password.

User Name (E-mail) *

Cancel

Figure 3.5 — Password Reset E-mail Initiation

An automated e-mail will be sent to the user’s e-mail address associated with the Data
Collection Tool account and will include a verification code. Return back to the login
screen and enter the verification code which will then allow the user to enter a new
password.

NOTE! Passwords may not be previous passwords and require the following elements:
at least 12 characters, one uppercase letter, one lowercase letter, a number, and a
special character.
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3.2.2 Resetting Account Password When Logged In

Select Change Password from the navigation dropdown menu to reset the account
password after successfully logging into the Data Collection Tool.

Follow the prompts to create a new password by entering the old password (the same
one used to log in initially), and create a new password by entering it twice. Click SAVE
(see fig. 3.6).

Change Password
Fields marked with an asterisk (*) are required.
‘Your new password must meet the following criteria:

s Atleast 12 characters long
« Contain uppercase letters, lowercase letters, special characters, and numbers
* Must be different than your old password

Old Password *

New Password * Password Confirmation *

Figure 3.6 — Resetting Data Collection Tool Password

3.3 Viewing Account Information

Once logged into your account, click the navigation dropdown menu to access your
Data Collection Tool account information (see fig. 3.7).

U.S. DEPARTMENT OF EDUCATION

CARES Act: Education Stabilization Fund = |

ESF / ESF Reporting .
ESF Reporting

ESF Reporting

. . My Account
Please select an annual report to edit/submit

Change Password

" Grantee Help

Figure 3.7 — Data Collection Tool Dropdown Menu

Select My Account to view your user name, role, and institution DUNS number(s) you
are responding for (see fig. 3.8). Additionally, the Help Desk’s contact information is
located on the screen at the bottom.
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My Account

Name:

User Name/E-mail:

Role: Submitter

For questions or updates to vour account, please contact the Help Desk at:
Phane: 1-888-673-7310

ESSER/GEER Email: ESSERGEERANNnualRepaort@ed.gov

HEERF Email: CARESActReportingHelpDeskiged. gov

Figure 3.8 — Data Collection Tool - My Account

NOTE! If the information displayed in the My Account section is inaccurate, contact the
Help Desk for assistance.

3.4 Logging Out of the Data Collection Tool

Log out of the Data Collection Tool when edits within the Annual Performance Report
are completed to minimize security risks. Before signing out, be sure to save any
changes to avoid losing work. To sign out, click the Log Out icon on the top right-hand
corner of the screen. (see fig. 3.9).

U.S. DEPARTMENT OF EDUCATION

CARES Act: Education Stabilization Fund =

ESF / ESF Reporting

ESF Reporting

Please select an annual report to edit/submit

Figure 3.9 — Log Out Link
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4.0 Accessing the HEERF Annual Performance Report

After logging into the Data Collection Tool, the ESF Reporting landing page will be
displayed (see fig. 4.1).

To navigate to the Annual Performance Report, click Enter.

If you are associated with multiple institutions, you will have access to the Annual
Performance Report for all of them on the landing page. You are required to complete a
report for each institution.

ESF Reporting
Ple:

ease select an annual report to edit/submit

Higher Education Emergency Relief Fund (HEERF)

IHE Name IHE Duns # Annual Report Due Date Current Reporting Period Status A;‘E::
SOUTHWESTER
I . 075105775 First Annual Report February 1,2021 March 13, 2020 - December 31,2020 n Progress E
CHRISTIAN COLLEGE
THE UNIVERSITY OF s . : gL

800183207 First Annual Report February 1,2021 March 13, 2020 - December 31,2020 n Progress
TEXAS PERMIAN BASIN g st oice s S il E

Figure 4.1 — ESF Reporting Landing Page

NOTE! A warning is generated by the system after 30 minutes of inactivity. To avoid
losing data, click within the Annual Performance Report form, or select Continue when
the inactivity warning message is displayed.

41 Data Collection Tool Features
Each page within the Data Collection Tool contains the following features (see fig. 4.2):

A. Instructions: Provides general information regarding HEERF reporting,
including due dates and applicable reporting periods

e To open and close the instructions, click on the Instructions bar
B. Burden Statement: Full text of the Burden Statement

e To open and close the burden statement, click on the Burden
Statement bar

C. Section Numbers: A list of sections within the report
e To navigate between sections, click the desired number

D. Status Indicator: Shows the current status of the Annual Performance
Report

¢ Not Started: Annual Performance Report has not been started
e In Progress: Annual Performance Report has been saved at least once
e Submitted: Annual Performance Report has been submitted
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i. Only a user with Submitter privileges can submit the Annual
Performance Report

E. Last Modified: Shows who last modified the report including the date and
time it was modified

F. Section Navigation Menu: A blue highlight indicates what section the user is
on

G. Additional Guidance: Users can hover over the blue “i” icon to view
additional guidance (see fig. 4.3)

1
DEPARTMENT OF EDUCATION

CARES Act: Education Stabilization Fund =

ESF/ ESFReporting / HEERF-102580-Info

Higher Education Emergency Relief Fund (HEERF)

Annual Report
@ ceneratinformation— @ — @ — O —0—0—0—0—0—0—0O—@

Instructions ”~

This report should be completed based on activities in the applicable reporting periods. If an institution has expended all of their HEERF grant funds by the closingdate of the reporting period, they do not have to complete subsequent
annual reports. All institutions must submit the First Annual Report. Please indicate in Question 2if this repart is your final annual report.

Annual Report Due Date Applicable Reporting Period
First Annual Report February 1,2021 March 13, 2020 - December 31, 2020
Second Annual Report February 1,2022 January 1, 2021 - December 31,2021
Third Annual Report February 1,2023 January 1, 2022 - December 31,2022
General Information v
Burden Statement v

O cencralinformation— @— @— QO —O— 00— 00— 00— 00— 00— OD—@

Website Policies | APIDocumentation | Glossary | AbouttheData | GranteeHelp

Figure 4.2 — Data Collection Tools Features

Student Eligibility ~

Fields marked with an asterisk (*) are required. Additional guidance can be found by clicking or hovering over the @ icons.

3) How did your institution determine which students were eligible ?\rn racaie amarsancy inancial aid aeante uinder any of the
5

CARES Act HEERF programs? Eligible in this context refers to anyone

who could have received grants

regardless of how an institution
a) My institution has received an Institutional Student Information| prioritized funding to specific subsets of
Report (SAR) on file that verifies student eligibility for Title IV. fel  students. s || NG

b) My institution allowed students to attest to their eligibility for Title IV aid by completing an
alternative application form developed by the institution for this purpose. Yes No

¢} My institution used another method for determining which students were eligible to receive
emergency financial aid grants under the CARES Act. Yes  No

Figure 4.3 — Additional Guidance
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5.0 Navigation and Data Entry Tips

The Annual Performance Report consists of a General Information and eleven (11)
numbered sections, one of which is the Review and Submit page.

5.1 Navigating Pages

To navigate to a list of Annual Performance Report sections, click the Enter button
under Access Form on the ESF Reporting landing page. (see fig. 5.1).

ESF Reporting

Please select an annual report to edit/submit

Higher Education Emergency Relief Fund (HEERF)

IHE Name IHE Duns # Annual Report Due Date Current Reporting Period Status Ac;o?r;

SOUTHWESTERN e e S o B g e "

CHRISTIAN COLLEGE 075105775 First Annual Report February 1,2021 March 13, 2020 - December 31, 2020 In Progress Eﬂ;r
INIVER d 2 32 =

I'E_:,;;)‘F:EEC'SIL‘T\Y?;V 800183807 First Annual Report February 1,2021 March 13, 2020 - December 31, 2020 In Progress Enter

Figure 5.1 — Navigating to Sections

Users can navigate to previous and subsequent pages sections while completing the
HEERF Annual Performance Report by selecting the Next and Previous buttons at the
bottom of each page (see fig. 5.2).

Higher Education Emergency Relief Fund (HEERF)

Data Collection Form
0- ofundsixp:ndcd o o ° 9 o o ° e @ e

Instructions
Funds Expended
Fields marked with an asterisk (") are required,

1) Did you expend all of your HEERF funds prior to the end of the reporting period, making this your final annual repori? ™

i | -

Figure 5.2 — General Information Page
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5.2 Saving and Resetting Data Entry Responses

Users can save the HEERF Annual Performance Report data entry responses by
selecting Save & Continue at the bottom of the page. Users can exit and log back in at
a later time to return to the Annual Performance Report and submit (all previously
entered and saved responses will appear).

Once the changes have been made, the Reset, Save and Save & Continue buttons
will become enabled (see fig. 5.3).

The Reset button will revert any changes made to the current page only.

Higher Education Emergency Relief Fund (HEERF)

Data Collection Form
Q@i —@—0—0—0— 000000

Instructions

Funds Expended

Fields marked with an asterisk (%) are required.

1} Did you expend all of your HEERF funds prior to the end of the reparting period, making this your final annual report?*®

Reset SR

Burden Statement

@ Owitoni—@—0—0— 0000000

Figure 5.3 — Click Save or Save & Continue

NOTE! If the Previous, Cancel, Reset or Next button is clicked prior to clicking the
Save or Save & Continue button, a pop-up message will display to warn the user they
are navigating away from the page without saving (see fig. 5.4).

If the Leave without saving button is clicked, changes made since clicking Save or
Save & Continue will be undone. If the Stay button is clicked, the changes are still
present but have not been saved. Be sure to click the Save or Save & Continue button.

Unsaved Changes
Ifyou leave, your changes will not be saved.

-

Figure 5.4 — Unsaved Changes Warning Message
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5.3 Data Entry Response Types

Data is entered into the Annual Performance Report in the following ways:

e Manual Data Entry: Data should be entered using the options available in
the Data Collection Tool.

e Toggle Buttons: Questions responded to by selecting the Yes or No buttons.

o Prefilled Data: The system will prefill data for the reporting period of March
13, 2020 through December 31, 2020 from the U.S. Department of
Education’s G5 System.

e Auto-Calculated: The system will calculate the value for the data element.

e Cascading Questions: Sets of questions that result in additional questions
depending on the response to the previous question.

e File Upload: Questions may ask for supporting documentation to be added.
These must be PDF or Microsoft Word files and cannot exceed 2 MB per file.

e URL Fields: These fields will only accept valid website URLs (an error will
display if an invalid URL is entered).

5.3.1 Manual Data Entry

For sections within the Annual Performance Report that require text responses, the
character limit for most text fields is 300 characters and will be displayed under the text
field. Please review the text field for accuracy after pasting, as the text will be truncated
after 300 characters.

NOTE! Text responses will be saved as plain text, with no formatting, so do not devote
time to formatting the text sections in Word.

If a field collects a percentage, please enter only the numerical value. The Data
Collection Tool will prevent text being entered in a numerical field. If data type formats
are not entered correctly, a validation error will appear. Data on the page may not be
saved if this occurs. Correct these before navigating away from the page to avoid a loss
of work.

5.3.2 Toggle Buttons

The first question in the Annual Performance Report requires a Yes or No response
using toggle buttons. The Yes or No buttons will default as white and will turn dark blue
when selected. To respond:

1. Click the Yes or No button to respond (see fig. 5.5).
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Higher Education Emergency Relief Fund (HEERF)
Data Collection Form

O0—0 0 st —@—0— 00— 00— 0—0— 00—

Instructions v

Student Eligibility

Fields marked with an asterisk (*) are required.

3) How did your institution determine which students were elizible @) to receive emergencyfinancial aid grants under any of the CARES Act HEERF

programs?
a) My institution has received an Institutional Student Information Record (ISIR) or Student Aid Report (SAR)
onfile that verifies student eligibility for Title IV, federal student aid (Title 1V aid) Yes N

o} My institution allowed students to attest to their eligibility for Title IV aid by completing an alternative

application form developed by the institution for this purpose. ves

financial aid grants under the CARES Act. Yes

o Myinstitution used ancther method for determining which students were eligible to receive emergency u

[ o =
Resetwill revert your data to the last soved version.

Figure 5.3 — Yes or No Toggle Buttons

5.3.3 Prefilled Data

Data is prefilled into the following pages as noted below. Unless an exception is noted,
data will not be refreshed in the system after being prefilled.

¢ General Information: Contact information and amount awarded are prefilled

from G5.
o The total grant amount allocated to the IHE is prefilled from G5 and non-
editable.

o The lead contact’s phone number can be manually updated. If this
individual has changed, please contact the Help Desk.

5.3.4 Auto-Calculated

The system will calculate the value for the data element including percentages and
totals.

e Section 7: The amounts displayed under the Summary section are auto-
calculated based on the number of students entered in the Number of HEERF
Student Recipients questions and the amounts disbursed directly to students as
entered in the HEERF Amount Disbursed related questions.

o NOTE! In order to complete this section be sure to reference the Appendix
which is located at the bottom of the page below the Previous and Next
buttons (see fig 5.6)
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Appendix |

1) Count of studer

2) Undugl

) Full-time students

) Part-time students

Foryour institution, provide the following

rants under the HEERF.

many part of the HEERF.

tund types for 2l students who received grants and grant reciprent subgroups listed in the table belor

Figure 5.6 — Appendix in Section 7

e Section 8: Questions 8.17 and 8.18 are auto-calculated from data entered in
previous rows.

e Section 9: Question 9a is auto-calculated from previous questions and Section
9e is auto-calculated from students who dropped out divided by total number of
students who received funds.

5.3.5 Cascading Questions

Cascading questions are sets of questions that result in additional questions depending
on the response to the previous question (see fig. 5.7).

NOTE! For all cascading questions, the first question is required (indicated so by an

asterisk).

Higher Education Emergency Relief Fund (HEERF)
Data Collection Form

Last Modified: system

ioféfe—o Aidpeterminaton — @) — @ — @ — O — 0 —D—O

Instructions

Aid Determination

Fields marked with an asterisk (%) are required.

4) How did your institution determine which students recei
receive? Please indicate if any of the following strateg)

reused,

41)Didyou distribute the same amount to all eigible students regardless of different circumstances> " @)

4.1.1) Didyou askstudents to apply for funds?

4.1.11) Did you use that application to determine the ameunt of a student’s emergency financial aid
grant?

4.1.2) Didyou use any institutional administrative data [pre-existing data that did not come from 2 HEERF-
specific application form) in determining the amount of funds awarded to students?

(oo I - =
Resetwall revert your data to the lost soved version.

d emergency financial aid grants to students and how much each student would

Figure 5.7 — Cascading Questions
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5.3.6 Uploading Supporting Documentation (PDF or Word)

Some questions may ask for supporting documentation to be added. Documents must
be in PDF or Microsoft Word format and cannot exceed 2 MB per file. Each specific
question will indicate the maximum number of uploads allowed.

To upload a file, click Upload File (see fig. 5.8). This will open your local computer’s file

explorer.

HEERF Fund

Data Collection Form

Last Modified: jordanne.tillman@aemcorp.com - 12/16/2020, 2:33:08 PM

Instructions

Emergency Grants

Fields marked with an asterisk (*) are required. Additional guidance can be found by clicking or hovering over the @ icons.

6) Did your institution provide any instructions, directions, or guidance to students (e.g. FAQs) about the

emergency financial aid grants upon disbursement? *

a) Upload PDF/MS Word document instructions, directions, or guidance (up to 5 files):

B UploadFile
2 MB maximum per file

or

b) Provide any active URLs with instructions, directions, or guidance on how to use the grants:

In Progress

Figure 5.8 File Upload Button

Select the correct file and click Open to upload the selected file to the specific question

of the Annual Performance Report (see fig. 5.9).

€ Open

« v 4 M ThisPC > Desktop

Organize

New folder

Portal documen ™
o Creative Cloud Fil
@ OneDrive

v W This PC
# 3D Objects
> [ Desktop
= Documents
4 Downloads
D Music
& Pictures
B Videos
29 05(C)
v

Name

@ HERF Supperting Document

<

O Search Desktop

File name:

| Custom Files

Select a file
to preview.

Cancel

Figure 5.9 — File Explorer to Upload Selected File to Annual Performance Report
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Once the file upload processes successfully, it will appear in the Annual Performance
Report within the question it was uploaded to. Users can open the document by clicking
the document file name. The document can be deleted by clicking Remove (see fig.

5.10).

Emergency Grants

6) Did your institution provide any instructions, directions, or guidance to students (e.z. FAQs) about the
emergency financial aid grants upon disbursement? *

a) Upload PDF/MS Word document instructions, directions, or guidance (up to 5 files):

B Upload File

2 MB maximum per file

File Name Size Last Madified Controls
IHERF Supporting Document.docx I 11.9KB 12/16/2020,4:15:22 PM
or

b) Provide any active URLs with instructions, directions, or guidance on how to use the grants:

Fields marked with an asterisk (*) are required. Additional guidance can be found by clicking or hovering uverthsa icons.

Figure 5.10 — Uploaded File

5.3.7 URL Fields

Some questions ask for a direct website URL. To add a URL to a specific question, click

Add URL (see fig.5.11).

Emergency Grants

6) Did your institution provide any instructions, directions, or guidance to students (e.g. FAQs) about the
emergency financial aid grants upon disbursement?*

a) Upload PDF/MS Word document instructions, directions, or guidance (up to 5 files):

B UploadFile

2 MB maximum per file

File Name Size Last Modified Controls

HERF Supporting Documentdocx  11.9KB  12/16/2020,4:15:22 PM

or

b) Provide any active URLs withinstructions, directions, or guidance on how to use the grants:

Fields marked with an asterisk (*) are required. Additional guidance can be found by clicking or hovering over the @ icons.

Figure 5.11 — Add URL Button

A data entry field will appear allowing users to either manually type in or copy and paste
the website URL into the field (see fig. 5.12). Users can add as many website URLs as

needed by clicking Add URL each time.
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Emergency Grants

Fields marked with an asterisk (*) are required. Additional guidance can be found by clicking or hovering over the @ icons.

&) Did your institution provide any instructions, directions, or guidance to students (e.g. FAQs) about the
emergency financial aid grants upon disbursement? *

a) Upload PDF/MS Word document instructions, directions, or guidance (up to 5 files):

B UploadFile

2 MB maximum per file

File Name

HERF Supporting Document.docx  11.9KB  12/16/2020, 4:15:22 PM

ar

b) Provide any active URLs with instructions, directions, or guidance on how to use the grants:

https://www2.ed.gov/about/o e Remove URL

Size Last Modified Controls

Figure 5.12 — Completed URL Field

NOTE! The error message Value is Invalid will display if an invalid website URL is
entered (see fig. 5.13). A valid website URL must be provided in order to add the URL
and to save the section and continue. Most web browsers display the URL of a web
page above the page in an address bar. A typical URL could have the form
http://www.example.com/index.html, which indicates a protocol (http), a hostname

(www.example.com), and a file name (index.html).

Emergency Grants

Fields marked with an asterisk {*) are required. Additional guidance can be found by clicking or hovering over the @ icons.

&) Didyour institution provide any instructions, directions, or guidance to students (e.g. FAQs) about the
emergency financial aid grants upon disbursement?*

3) Upload PDF/MS Word document instructions, directions, or guidance (up to 5 files):

B Upload File

2 MB maximum per file

File Name

HERF Supporting Documentdocx  11.9KB  12/16/2020, 4:15:22 PM

or

b} Provide any active URLs with instructions, directions, or guidance on how to use the grants:

hitps:/fwv2.ed.g

Value is invalid

m e

Size Last Modified Controls

@ Remove URL

Figure 5.13 — Value is Invalid Error Message
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6.0 Submitting the HEERF Annual Performance Report

After all sections are completed, navigate to Section 11 to review all data entered. If
data is incorrect, navigate back to the section and update accordingly.

Once all data is confirmed, the user assigned the Submitter role will have the ability to
select Submit to officially submit the HEERF Annual Performance Report (see fig 6.1).

Prior to submitting, review the End Notes section located below the Submit button.
Here you can find:

e Quick links to important federal documentation

e Guidelines and reminders on reporting specific information from the program

office

Higher Education Emergency Relief Fund (HEERF)

Data Collection Form

0-0-0-0-0-0-0-0-0-—0 00~

Instructions

Review
-t

General Information

Funds Expended

Websites

Student Eligibility

Aid Determination

Aid Distribution

Emergency Grants
Emergency Financial Aid
Funds Expended Categories
Students Who Received Funds

Full-Time Equivalent (FTE) Positions
o & oo

End Notes

Burden Statement

Figure 6.1 — Submit Button to Submit Annual Performance Report
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After the Submit button is clicked, the user will be presented with a confirmation email,
advising that once submitted, the form will no longer be available to edit. To fully submit,

users will need to click Submit on this window (see fig. 6.2).

Are you sure you want to submit?

Please note, once submitted, it will not longer be available to edit.

ent and Suspension (Nonprocu
85;and 18 USC § 1001, as appropriate.

elines to Agencies on Governmenty
as regulations of the Department in 2 CFR part

By clicking submit, | certify that to the best of my knowledge and belief, all of the information and data in this annual report are true and
f it or fraudulent statements or claims may subject me or my organiza
gea vith all Assurances and Certifications, all relevant
t or CARES Act, Pub. L. No. 116-136 (March 27,
Claims Act, 31 US.C.§ 3729, et seq.; OMB
ement) in 2 CFR part 180, as adopted and amended

tion to criminal, civil, or

Figure 6.2 — Submit Confirmation Window

Once the form is submitted, users can view responses, but cannot make any changes
The Reset, Save, and Save & Continue buttons become disabled. (see fig. 6.3).

HEERF Fund

Data Collection Form

Last Modified: jordanne tillman@aemcorp.com - 12/16/2020, 10:53:20 AM
000000000000

Instructions

Funds Expended

1) Didyou expend all of your HEERF funds prior to the end of the reporting period, making this your final annual
report?*

=3 . -

Burden Statement

000000000000

Figure 6.3 — Form After Submission

IMPORTANT! The HEERF Annual Performance Report may not be resubmitted. Once
a submission is made within the Data Collection Tool, that submission will be marked as
final. Please ensure data is accurate and complete before submission.
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7.0 Exporting Submitted Data

To generate a .csv file/data extract of the Annual Performance Report responses at any
point during data entry, navigate to the Review section (see fig. 7.1).

Higher Education Emergency Relief Fund (HEERF)

Data Collection Form
0000000 0 0 0 [0~

Instructions

Figure 7.1 — Review Section

Select the Export Data button at the bottom of the screen (see fig. 7.2) and follow the
browsers prompts to download and save a copy locally.

Higher Education Emergency Relief Fund (HEERF)
Data Collection Form

0000000 0 0 0 0 Ou-

Instructions -

SOUTHWESTERN CHRISTIAN COLLEGE - Review &

General Information

Funds Expended

Websites

Student Eligibility

Aid Determination

Aid Distribution

Emergency Grants

Emergency Financial Aid
Funds Expended Categories
Students Who Received Funds

Full-Time Equivalent (FTE) Positions
=0 2 O

End Notes v

Burden Statement -

0—0-—0-0-0-0-0-0-—0—0—0—0-~

Figure 7.2 — Export Data Button

NOTE! An extract of responses is available for download at any point during data entry
from the Review section.
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The Department of Education's mission is to promote student achievement and
preparation for global competitiveness by fostering educational excellence and ensuring
equal access.

www.ed.gov

March 2021 1 HEERF Annual Performance Report



	1.0 Introduction
	1.1 Technical Requirements
	1.2 Overview
	1.2.1 HEERF Annual Performance Report Important Dates


	2.0 Data Collection Tool User Roles
	2.1 Types of Users
	2.2 Concurrent Users

	3.0  Logging In and Out of the Data Collection Tool
	3.1 Logging into the Data Collection Tool
	3.2 Data Collection Tool Password
	3.2.1 Resetting Account Password – Forgot Password
	3.2.2 Resetting Account Password When Logged In

	3.3 Viewing Account Information
	3.4 Logging Out of the Data Collection Tool

	4.0 Accessing the HEERF Annual Performance Report
	4.1 Data Collection Tool Features

	5.0 Navigation and Data Entry Tips
	5.1 Navigating Pages
	5.2 Saving and Resetting Data Entry Responses
	5.3 Data Entry Response Types
	5.3.1 Manual Data Entry
	5.3.2 Toggle Buttons
	5.3.3 Prefilled Data
	5.3.4 Auto-Calculated
	5.3.5 Cascading Questions
	5.3.6 Uploading Supporting Documentation (PDF or Word)
	5.3.7 URL Fields


	6.0 Submitting the HEERF Annual Performance Report
	7.0 Exporting Submitted Data

