Important Information for Using the 2004-05 ISIR Analysis Tool Software
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Obtaining Access to the ISIR Analysis Tool on the Web:

To use the ISIR Analysis Tool during the 2004-05-award year, users will access the ISIR Analysis Tool via the web.  To have access to the ISIR Analysis Tool, a user first must enroll for FAA Access to CPS On-line.  Most schools already have financial aid staff enrolled to use FAA Access to CPS On-line.  Staff who are responsible for using the ISIR Analysis Tool must ensure that they are enrolled and have been assigned access to use the ISIR Analysis Tool within FAA Access to CPS On-line.

How do I enroll and obtain Access to the ISIR Analysis Tool?

You may be asking yourself “how do I enroll”? Or,  “how do I get access?” Or, I am already enrolled to use FAA Access to CPS On-line do I need to do something else?  Please read the information below to determine how to proceed.

1. Locate your institution’s Destination Point Administrator (DPA). Determine if you are a new user and need the DPA to add you as a new user and assign access rights to use the ISIR Analysis Tool. Or, if you are already enrolled to use FAA Access to CPS On-line, but do not have access to use the ISIR Analysis Tool, the DPA must change an existing FAA User or user rights, and assign rights to use the ISIR Analysis Tool.  Please note that if you are your school’s Destination Point Administrator (DPA) you do not need to enroll to use the ISIR Analysis Tool.  DPA's automatically have full access to these tools. The DPA only needs to determine who else in their office would need access and at what level.
2. In preparation for using the ISIR Analysis Tool, schools need to ensure enrollment to Student Aid Internet Gateway (SAIG) with an appropriate DPA: (http://FSAWebenroll.ed.gov, if not already enrolled). The DPA must assign users to FAA Access to CPS On-line (if not already done) and must also select access to the ISIR Analysis Tool.  The DPA will need the following user information to assign access to FAA Access On-Line:  first name, last name, SSN, date of birth, address, phone number, fax number and email address.  

3. Request a Personal Identification Number (PIN) to use FAA Access to CPS On-line.  If users do not currently have a PIN, one can be requested at www.pin.ed.gov.  Please follow the instructions below entitled “ Instructions for Enrolling New Users for FAA Access to CPS-On-line.”

4. If staff members are already enrolled and have access to use FAA Access to CPS on-line, but have not been assigned access specifically for the 2004-5 ISIR Analysis Tool, the option to add existing users is provided under the “View/Change an existing FAA User under CPS 2004-2005.    Please refer to the instructions below entitled  “View/Change an Existing FAA User or User Rights.”
Please note, the first phase release of the ISIR Analysis Tool that provides the capability to extract ISIR’s from the data mart and upload the records into your school’s ISIR Analysis Tool database is scheduled for late June 2004.    

Below are instructions for the Destination Point Administrator at your school to follow to enroll users for FAA Access to CPS On-line in order to have access to the ISIR Analysis Tool.
Instructions for Enrolling New Users for FAA Access to CPS-On-line

	Step
	Action

	1
	Go to the SAIG Enrollment site, located at http://FSAWebenroll.ed.gov. Click on the "Enroll for FAA Online Access" icon.  Click Next.

	2
	Enter the TG number that is currently sending and receiving FAFSA and ISIR correction data for your destination point.  Click Next

	3
	Enter the Identifier Information for the DPA who is assigned to the TG number that transmits FAFSA and ISIR correction data for your school.  Click Next

	4
	Select "Add a new FAA User" from the menu.  Click Next.

	5
	From the FAA User Service and Cycle Selection screen you can enroll your employee to have the same FAA rights as the DPA (the owner of the TG number, who always has full rights).  Click the Yes button located in the top box where it asks "Do you wish to enroll the new FAA User for all services and cycles with the same access rights as the DPA?"  Click Continue.  NOTE:  We recommend that you provide your employees with the same access rights as the DPA, although it is not required that you do so.  Or you may select “No” if you do not wish to enroll the new FAA User for all services and cycles with the same access rights as the DPA.  If you select “ No” you must also select the cycle that the new FAA User will have access to.  To use the ISIR Analysis Tool, select the 2004-05 cycle.  After selecting the cycle, Click Continue. You will also need to select what level of access (read or write) that you would like the new user to have.  Read access provides the users with “view only” capability.  Write access provides the user with update/modify and view capabilities.

	6
	For more information on providing 2004-2005 FAA Online services only, please review the topic "How to enroll an FAA User so they have limited access rights" in the FAQ section on the SAIG Enrollment Web site.

	7
	Complete the Demographic Information Page for the person you are enrolling.  Click Continue.  NOTE:  It is important that you enter a valid e-mail address for the person you add in this step.  Once the enrollment process is successfully completed, the user will receive an e-mail response allowing them to go online and retrieve their PIN.  A PIN is required to access the FAA Access to CPS Online Web site.

	8
	After completing the Demographic Information page for the person you are enrolling, you will be on the SAIG –FAA Enrollment Form page.  Click on the box next to the ISIR Analysis Tool and select the access rights that you wish to assign to the new FAA User (read or write access).  If you select “Read” the user will only have access to view information.  If you select “Write” the user will be able to view and modify data in the ISIR Analysis Tool Database.  Please indicate what institutions the new FAA User should be assigned to, along with the type of access rights you wish to assign to the new FAA user.  Click Continue.

	9
	Click on the Open Statements (required) tab on the FAA User Statement Page to print the FAA User Statement.  You must complete a FAA User Statement for each employee you grant rights to in step #8, and you must keep the form in your files.  After you have successfully printed the FAA User Statement, close the Adobe Acrobat window.  This will take you back to the FAA User Statement Page.  Click Continue.

	10
	A pop-up box will ask you if you have successfully printed the FAA User Statement.  Click OK to proceed to the next screen.

	11
	You will now see a screen that says "Receiving Confirmation."  This message signifies that you have successfully added the user.  Click Continue to return to the FAA On-line Access main menu.  If you have additional users to add, return to step #4 in these procedures and repeat the process.


As noted in step #7 above, please alert the users you have added using these procedures that they will be receiving an e-mail that will include a link to a Web site that will allow them to acquire their PIN.  The Web site will ask the user to provide the first two letters of their last name, their SSN, and their Date of Birth.  If the data are correctly matched, the PIN will be displayed.
 The PIN will allow the user to access the FAA Access to CPS Online Web site (located at http://www.fafsa.ed.gov/FAA/faa.htm) and use the Application Processing functionality in 2004-2005 EDExpress.
 
Please note the e-mailed PIN Web link can only be accessed one time, if the user does not access the link within 14 days of receipt, it will no longer be accessible, and a paper PIN mailer will be sent to the user instead.

Instructions to View/Change an Existing FAA User or User Rights

	Step
	Action

	1
	Go to the SAIG Enrollment site, located at http://FSAWebenroll.ed.gov. Click on the "Enroll for FAA Online Access" icon.  Click Next.

	2
	Enter the TG number that is currently sending and receiving FAFSA and ISIR correction data for your destination point.  Click Next.

	3
	Enter the Identifier Information for the DPA who is assigned to the TG number that transmits FAFSA and ISIR correction data for your school.  Click Next.

	4
	You will be prompted to “make your selection below.”  Select “View/Change an Existing FAA User or User Rights.”  Click Next.

	5
	Select the FAA User you want to change/update

	6
	Select the 2004-5 cycle and click on CPS.  Click Next

	7
	You will now be on the SAIG-FAA Enrollment Form CPS 2004-05 Screen

	8
	Scroll down to the 2nd section on the screen.  Click the checkbox next to ISIR Analysis Tool and select the type of access (read or write) from the drop down box.

	9
	Click “Apply to all institutions.”  Use this function if you only have one school code listed, or only want the person you are updating to have access to that school code only.

	10
	If you have more than one school code listed, but do not want the user you are updating to have access to all the school codes listed, please indicate what institutions the FAA user should have access to along with the type of access.  Click Update.

	11
	After clicking update, the system will take you back to the screen that lists all enrolled users.  You can select additional users to change/update if needed.  If no additional changes are needed, Click Return.  You have successfully updated users to have access to the ISIR Analysis Tool for 2004-05


Should you have additional questions, please feel free to contact CPS Customer Support 1-800-330-5947 or contact your regional QA contact person.

