EXCELSIOR

Excelsior Scholarship Program
How to Certify

I. Methods for Certifying Awards
Schools can choose one of two methods to certify Excelsior Scholarship awards: (A) Electronic
Certification File Process,

or
(B) "HESCWeb" Certification.

A. Electronic Certification File Process
For schools choosing to certify through the electronic certification file process, HESC
provides an initial Excelsior Manifest
-HE8976 (“Manifest”) at the end of each term, listing all students ready to be certified for
that term.

The following steps must then be taken:

1. The school loads the HE8976 Manifest to their system.

2. Once downloaded, the school enters all required data in all fields on the HE8976
Manifest.

3. The school sends the Excelsior Certification File — HE8977 (“Certification File")
containing the data to HESC using HESC's secure web file transfer system.

4. HESC processes the HE8977 Certification Files daily (each evening). If multiple files
for an individual student are submitted in single day, the last version sent during
that day will be processed that evening.

5. After processing the HE8977 Certification Files each evening, HESC loads the
subsequent HE8976 Manifest each morning, containing:

a. Awards ready to be certified for the first time

b. Certifications that were unable to be processed due to errors

c. Results of the school’s prior successful certifications; and

d. Awards to be re-certified because the student’s TAP award changed.

6. After downloading the subsequent HE8976 Manifest, schools should review the data,
update student records, and send back any new certifications or corrections to prior
certifications.

B. HESCWeb Certification
For schools choosing to certify online via HESCweb, these steps are followed:
1. At the end of each term, log into Transaction Processing:
webapps. hesc.ny.gov/hescweb/public
2. Click on “View/Submit Pending Certification” to expand available options.
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4. On the next screen:
a. Enter your school code (if not prefilled), academic year and term.

b. If the student ID field is:
i populated, only the student for the student ID is entered will be

listed.
ii. blank, click on the View Records button in the lower right hand side
of this screen to see a list of all pending Excelsior certifications.
c. Click on Details and you will be brought to the Certification Page.
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5. On the Certification page, enter information in all required fields.
a. Each field used to report other aid, tuition, SUNY/CUNY Tuition Credit, or

the Excelsior Tuition Credit, must contain a dollar value .
b. “0” must be entered when there is no amount to be reported.

6. Select Submit in the lower right hand corner of the screen to process the
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7. A message then appears at the top of the screen indicating if the transaction has
been successfully submitted or if there are errors in any of the fields.

II. Data Fields for Certification
The Excelsior Certification File and HESCweb certification screens contain 23 data fields.

All fields are required and reported by term, except Evaluation Year Term Credits Earned and Total
Credits Earned.

For schools submitting Certification Files, invalid or missing entries will error. For more information
about valid values, please see the Certification File EFAN Layout.

For schools using HESCweb, HESC will auto-fill zeros if they are missing.

Schools must correct their errors and resubmit the certification as described in Section 4.

ITI.Excelsior Scholarship Fields and Codes
Below are the codes used to populate the 23 unique field descriptions and important points for
Excelsior certification are:

Financial Aid Program Code

Identifies the program being certified.

e Value must equal “58" for Excelsior Scholarship awards.
e Required for all certifications.

e Incorrect, invalid or missing values will error.

Certification Code
Indicates student certification status.
e Missing or invalid entries will error.



e Excelsior codes include:

# CODE

[y

9

Certified as
Eligible

Not Registered

Not Full Time

Not

Matriculated

Does not meet
program credit
requirements

Miscellaneous

ADA Status Code

DESCRIPTION

The student meets all eligibility requirements and the school is entitled to an Excelsior
award payment on their behalf.

The award will be paid if your school’s certification transaction passes HESC's

edits. All other fields are required and must contain valid values.

If HESC determines the student is ineligible for the award prior to processing the
school’s certification, HESC will change the certification code to 9 (ineligible).
Students whose tuition is fully funded should be certified using this certification code
and the other aid should be reported in the available fields. Student would not
receive a payment.

The student is not enrolled at your institution and will not be paid.

The student was not enrolled for at least 12 credits at the 100% tuition liability date
of the term being certified and will not be paid. Note: do not use this code for failure
to meet the 30- credit requirement — see Code 8.
Note that the following fields must have an entry even if the student is not eligible for
an award.

e Evaluation Term Indicator
Final Term Indicator
Term Credits Enrolled
Evaluation Year Credits Earned
Total Credits Earned

The student is not matriculating in their program(s) of study and will not be paid.

The student did not earn at least 30 credits in their Evaluation Year and have no
Summer/Winter credits or unused college credits earned while in high school.
The student will not be paid.
Note that the following fields must have an entry even if the student is not eligible for
an award.

e Evaluation Term Indicator

¢ Final Term Indicator

e Term Credits Enrolled

e Evaluation Year Credits Earned
Total Credits Earned

The student is not eligible for payment.
Used only when no other certification codes are
appropriate. DO NOT use as a default code for
ineligible certifications.
Note that the following fields must have an entry even if the student is not eligible for
an award.

e Evaluation Term Indicator

e Final Term Indicator

e Term Credits Enrolled

e Evaluation Year Credits Earned
Total Credits Earned



Identifies ADA students (enter Y / N).

e 30-credit minimum requirement is waived.

o ADA students will only be paid if they successfully complete the number of credits for which they
were enrolled (in their program of study) at the point of 100% liability. ADA students will be paid
for the first term even if they did not successfully complete the credits enrolled in.

e Students transferring to your institution who were previously certified as ADA by their prior
schools may lose their awards if your school’s certifications do not also identify them as ADA
students.

o Without ADA designation, students are subject to the full-time (12 credits) enrollment and 30-
credit completion minimum requirements.

Tuition Amount

Ensures Excelsior recipients are assessed the correct tuition amount (enter tuition amount for the term).

¢ Should indicate the actual tuition charged to the student with no fees included. Do not include
any tuition amount charged for extra credits taken in the semester. (over the standard full time
tuition amount).

¢ Eligible certifications reporting incorrect or invalid tuition amounts will error.

TAP Award Amount

Ensures correct calculation of the Excelsior award amount and the Excelsior Tuition Credit (enter the

TAP award amount).

e For Certification Code 1, report the same TAP award amount that is currently on HESC's systems. If
these values differ the transaction will error.

e For all other Certification Codes, enter 0.



If the TAP award amount changes after certification.

If the TAP award changed, HESC will set the TAP Change Code to 1 on the next Manifest. Schools
must then recalculate the SUNY / CUNY Tuition Credit and Excelsior Tuition Credit using the new TAP
award and report the change on a new Certification File or on HESCweb. Student terms requiring
recertification for this reason can also be identified at the top of the View Student Record Screen and
in the G&S Excelsior Payment Data section of the View Student Record Screen in HESCweb
Transaction Processing.

HESC clears the message at the top of the screen and the flag after recertification is successfully
processed. Example:

SUNY/CUNY Tuition Credit Amount (TAP)
Reports the school’s calculation of the SUNY / CUNY Tuition Credit.
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o Excelsior certifications where a Tuition Credit is expected will error if a value greater than zero is
not provided.

o Excelsior certifications with a value greater than 0 in this field but no reported TAP award will
error.

Evaluation Term Indicator

Identifies whether the term being certified is the first or second term in the student’s Evaluation

Year.

e The Evaluation Term Indicator enables HESC to accurately monitor if students are meeting
the 30-credit minimum requirement and are on track for completing their program(s) of study on
time.

e An Evaluation Year begins with the first term the student ever began attending college as a
matriculated student and may span academic years.

¢ An Evaluation Term is either a Fall or Spring semester.

e The correct value must be reported for transactions using certification codes 1, 5, 8, or 9.

e Students are always paid for the first term in their Evaluation Year (Evaluation Term Indicator =
1) if they are certified as eligible and were enrolled for at least 12 credits in their program(s) of
study.

e Students who first started college in a Fall Term should always have their Fall terms identified as
Evaluation Term 1 and their Spring terms identified as Evaluation Term 2, even if the student did
not receive an Excelsior award for Evaluation Term 1.

e Students who first started college in a Spring Term should always have their Spring terms



identified as Evaluation Term 1 and their Fall terms identified as Evaluation Term 2, even if the
student did not receive an Excelsior award for Evaluation Term 1.

Schools must ensure this logic continues for transfer students who started college at another
institution in a prior term.

Excelsior certifications incorrectly identifying the Evaluation Term number will error or may
adversely affect the student’s eligibility for payment.

Final Term Indicator
Indicates the student’s last term and confirms that fewer than 30 credits are needed to complete
his/her program(s) of study.

Student must still be enrolled 12 credits for the Evaluation Term but, as with TAP, not all enrolled
credits need apply toward their program(s) of study.

Students in their final term must enroll in 12 credits but only 1 course must be in their program
of study to be eligible.

Banked credits may be used. If banked credits are used actual tuition should be listed on the
certification.

Term Credits Enrolled
Indicates the number of credits the student was enrolled in their program(s) of study at the time of
100% tuition liability.

All credits reported must be applicable to the student’s program(s) of study, unless this is the
student’s final year.

College credits earned in high school applicable to the student’s program(s) of study may be
included.

Used to determine if the student was enrolled in 12 credits, and for assessing ADA students.
Values must be reported for transactions using certification codes 1, 5, 8, or 9.

Evaluation Year Credits Earned
Indicates the total number of credits earned during the Evaluation Year upon conclusion of the
Evaluation Term being certified.

All reported credits must be applicable toward the student’s program(s) of study. If the student did
not earn any credits indicate zero.
Upon conclusion of Evaluation Term 2, the student must have earned 30 credits in their current
program(s) of study for the year to receive a payment and continued eligibility.
If the student fails to earn the 30 credits, he or she loses the award unless this term has been
identified as the student’s final term.
Values must be reported for transactions using certification codes 1, 5, 8, or 9.
For evaluation term 2, total credits reported must be the sum value of A, B, and C below:
a. All credits the student enrolled for and earned toward their program(s) of study during the
Evaluation Year at the time of certification.
b. College credits the student earned in high school (such as AP credit) used to meet the 30-
credit requirement; provided they are applicable toward their program(s) of study.
1. College credits earned in high school being reported must only be used once either when
establishing initial Excelsior eligibility (“look back”) or for one Evaluation Term.
¢. Credits earned in a Summer or Winter term (make-up credits), within the student’s Evaluation
Year, used to meet the 30-credit requirement.
1. These credits would be earned in terms that are not part of the regular academic year.
2. Schools should wait to certify evaluation term 2 until make-up credits are finalized.
3. These make-up credits must never be reported as Term Credits Enrolled.
Transfer credits must never be reported here; rather, these are reported in the Total Credits
Earned field with the very first Evaluation Term your school submits.

Total Credits Earned



Indicates the total of all credits earned toward the student’s program(s) of study — from the start of

his/her college career through completion of the Evaluation Term being certified.

e Sum value of all Evaluation Year Term Credits earned, college credits earned in high school which
are being used, and transfer credits applicable to the student’s program(s) of study.

e Determines whether the student is on track to graduate within the times prescribed.

e Schools must report any transfer credits applicable to the student’s program(s) of study in this
field with their very first Excelsior certification using certification codes 1, 5, 8, or 9.

Five-year Program Code

Indicates an approved five-year program of study or enrolled as an opportunity student.

e Set for an Evaluation Term being certified that will result in the student receiving an Excelsior
award payment for a 9th or 10th term of study that is required for the student’s program(s) of
study.

e Enter Enrolled as an Opportunity Student each term it is applicable. This allows the student to
complete 24 credits per evaluation period.

Other Aid
Reports other aid that must first be credited toward tuition before the Excelsior Scholarship Program
award.
e 10 fields available to indicate other aid sources.
e Must be reported whenever certification code 1 is used.
o All aid must be provided even if the student’s tuition is covered by other aid, resulting in an Excelsior
award of zero.
¢ Values in these fields may reduce a student’s award amount, depending on the tuition charged.
e Missing or invalid entries will error.
e Reporting Miscellaneous Tuition Aid — schools should use the Institution Aid Amount field to report
the following types of other aid:
1. NYS Search for Education, Elevation and Knowledge (SEEK) aid
2. Education Opportunity Program (EOP) aid
3. Access-Vocational Rehabilitation (Access-VR) aid

Excelsior Award Amount

Reports the award calculation made by the school.

e Award amount for the Evaluation Term being certified in this field.

e HESC verifies the school’s calculations and reports back the final award amount on the following
Manifest and in HESCWeb.

Excelsior Tuition Credit Amount

Remaining term tuition amount not covered by the student’s Excelsior award and other applicable

financial aid, including TAP and the SUNY / CUNY Tuition Credit.

e (Calculated by subtracting all other applicable aid from tuition.

¢ If remaining value is less than or equal to $2,750, the Excelsior Tuition Credit would be “0",

o If the remaining value is greater than $2,750, the Excelsior Award is $2,750 and the difference is
the Excelsior Tuition Credit.

e HESC reports the final calculated credit on the Manifest/HESCWeb following your successful
certification.



IV. Processing Certifications
HESC processes certifications twice or three times a week. (current year 3 times a week and prior
year 2 times a week). Results are reported on the next Manifest and on HESCweb. Results of the
processed certification can be seen in View Student Record, as shown below:

View Student Record

Required information is marked with a *

Enter the student Social senurm Mmhs and Academic Year you wish to view. The G&S smem Data provides you with general information used to calculate eligibilty for a TAP award. If you
wisN to view more specific det: n the arrow in the crop down box below and select eitner G&S Processing Data, G&S Income Data. G&S Payment Data, G&3 CSR Payment Data, G&S

APTS Term Data.of Al G4 Dat ata (The 58S APTS Term Data wil oy apoear if a student has 21 APTS awatd.The 48 CSR Payment Data will only appear f the studentis being paid on a
Gonsoliaatea Scholarship Roster) Oce the selecton is mads, click on e VIEW button to obta he data requestsd

If 2 ield only displays a coded value, a iteral translation is available in the Working with View Student Record help text

* Academic Year: | 2017

* Student SSN: | 123456789 ELENA. GILBERT

| View || Clear SSN || Print |

Excelsior Payment Data ¥

[Exceisior Payment Data__ Year: 2017 18 SSN: 123.45.6739

Grant or Scholarship Type: 55- Excelsicr Scholarship Scholarship Id: 00-00-00000
Summer Fall Winter spring
College Code 1410 1410
Cert Update Date. 01/01/0001 04/0/0001
Recertification Needed 0
Tition § 36500 § 16500
Excelsior Award s 0m 5 oo
Excelsior Tuition Credit 5 om0 5 0m
TAP Award 5 L1} 5 000
SUNYICUNY Tuttion Credt 5 00 5 0m
AllS Award 5 0o 5 0o
SAE Award 5 om0 5 0o
GV Award 5 000 5 000
PELL Award 5 om0 5 0m
Institutional Aig $ 000 $ 000
Private Ald Award 5 om0 5 0o
Federal Scholarship 5 000 5 000
Irag/Afghan Service Grant 5 000 5 oo
SEOG Award: 5 om0 5 0o
TEACH Grant Award 5 om0 5 0o
Certification Code: 0 0
Evaluation Term Indicator
Final Term Indicator
Term Credits Enrolled 0 0
Evaluation Year Credis Eamed 0 0
Total Credits Eamed 0 0
ADA Stalus code 0 0
Five Year Program Code 0 0

For more information see Working with View Student Record
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V. Correcting Excelsior Certification Errors
Error messages can be found on HESCweb Transaction Processing:

1. Click on the View Correct Student Certification link and then View / Correct Excelsior
Student Certification Transaction link in the left menu. This will bring you to the below

search screen:

SHESC 1 evciom Lome [ o35 FAFSATTAP Compltion HoscP _Genert ections

Student Certificatic

Required information is marked with 3 *

* Gallsge Gode | 0000
* Acagemic Year | 2023 v
* Term FALL v

Date Processed

+ Viow Studont Refund

+ Search by Student Name s

+ Studant Record Student ID:

Meintonance

+ Studsnt ID Maintsrnsnce Stalus:
Sort

S NiwiCored Exgalgioe ]| For more information See Warking ain Granis & Schelarstip Gemfic

‘Student Certfication
Transactions.

ERRORED ~

2. In the “Status” field, select “Errored” from the drop down.

e Errors can be sorted by Student ID, Name, or Certification Code.

View Records || Clear
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* View/Correct Student

il Indntn ADTE

e Sorting by Certification Code allows school to identify and prioritize corrections.
3. Click on the Details link for each record you wish to correct.

l I Transactions Loans | G&S DMCS FAFSA/TAP Completion HescPIN General Functions
Student College Reports  Messages

+ View Student Record View/Correct Excelsior Student Certification Transactions > View/Correct Excelsior Student Certification Transactions List
+ View Rolling History Data
+ View Farmily Member Required information is marked with & *
Verification —_—
+ View ISIR Information * College Code: \O&\
! SStS::ﬂ :\‘Sa'z:mrma“c” By Academic Year:
+ View Income Verification * Term:[FALL _ v]
Process Date Processed /[ 1 |
+ View Student Refund bt
+ Search by Student Name SSN:| J
+ Student Record Student ID: 7]
Maintenance
+ Student ID Maintenance Status
+ View/Submit Pending Sort v

Certification

Certification

+ Viewl/Correct Excelsior ¥ Atotal of 1 item(s) met the selection criteria
Student Certification W ltems 1 through 1 are currently displayed
Transactions

+ View/Correct ETA
Student Certification

G & S Excelsior Certification Transactions
Select Student ID Last Name First Name Term Certification Code Date Processed Status
Details. 02/08/2024 ERRORED

Transactions

View Records || Clear || Print |

4. Correct errors and click the Submit button

VI. Miscellaneous

A. Federal Verifications

Students selected for federal verification do not need to complete the verification process
prior to certification of the Excelsior Scholarship award. Regardless of a student’s verification
status, the student is eligible for the Excelsior Scholarship if there is a valid ISIR with an EFC
(student aid index for 2024) and TAP application on file. If there are changes in the value of the
Excelsior Scholarship after verification, the school can adjust the award amount based on the
new financial aid information provided.

Declaring a Major

Excelsior Scholarship Recipients who did not declare a major in the appropriate time (i.e.,
midpoint of the first semester of their Junior year), as required under SED regulations
applicable to State financial aid awards, are not eligible for an Excelsior Scholarship award
payment until such recipient has declared a major. The school should enter certification code
8 in the certification field. Students may be eligible for receive an Excelsior payment once
the major is declared for the appropriate term in which the student meets the requirement.
The declaration must be completed by the start of the term and payment cannot be
retroactive to prior terms.

Repeat Classes

If the grade received for a previously taken class was not accepted for credit toward the
student’s degree, the student may repeat the class and credits for the repeated class may
count toward both the full-time status and the 30-credit per year requirement.

If the grade received for a previously taken class was accepted for credit toward the student’s
degree, the student may repeat the class (e.g., to earn a better grade); however, the credits
for the repeated class will not count toward enrolment in 12 credits, unless the student is
enrolled in his or her final term or second-to-last term of study. If the student is in the final
term of study, the 30-credit requirement is waived.
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D. Enrollment in Late-Start Classes

Students enrolled in less than 12 credits and charged part-time tuition are not eligible for an
Excelsior Scholarship award even if they add a late-start class — a class starting after the point
of 100% tuition liability to bring them to 12 credits. The school should enter certification code
8 in the certification field.

Remedial Classes

Remedial classes cannot be counted toward the requirement to be enrolled in 12 credits per
semester. If a student’s enrollment in remedial classes prevents him or her from meeting this
requirement in the first term of matriculated study, the student will be decertified for an
award at the end of that term but has opportunity to be eligible for payment for the second
term by enrolling in 12 or more credits in their program of study for the second term and
successfully completing 30 credits in his or her program of study by the end of the 365-day
period.

Students who do not successfully earn 30 credits after the 365-day period would not receive
a payment for evaluation term 2 and no longer be eligible for the program.

ROTC Programs

Students enrolled in ROTC and who enroll in or complete less than the required number of
credits in their program(s) of study due to such ROTC military requirements will be
considered to have an allowable interruption of study for each term such student remains in
the ROTC.
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