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1.0 Introduction

ECSI's TaxSelect Solution is designed to streamline client workflow and relieve your staff of the cyclical
processes that need to be accomplished during tax season. All document generation, printing, mailing,
online access, and reporting to the IRS is completed by ECSI.

This reference guide is intended to identify and explain the roles and responsibilities for the TaxSelect
1098-T product as it pertains to the client.

2.0 Objectives

At the conclusion of this reference guide, users will be able to:

e |dentify key features of TaxSelect

e Review TaxSelect Client Requirements

e View the order of events for 1098-T processing
e Explain why a 1098-T form must be created

e Send and receive 1098-T files

e Define each box located on the 1098-T form

o View/update/create 1098-T forms

e Access and review 1098-T reports

e Access and view the Student Website

3.0 What is TaxSelect?

In January of each year, eligible colleges, universities, or other post-secondary institutions are required to
report the previous years’ qualified educational expenses, tuition payments and financial aid receipts for
each student to the Internal Revenue Service using form 1098-T.

TaxSelect offers clients the option to streamline the 1098-T creation and disbursement process by
relieving the administrative burden involved with delivering the 1098-T tax form to the student.

ECSI will:

Provide guidance for file processing

Assist with validation of data gathered during file processing

Load the data to populate the 1098-T form

Assist with revalidation of the data in the 1098-T tax form

Generate the 1098-T form (paper or electronic)

Mail the 1098-T paper forms

Provide customer service representatives to answer phone calls from students with questions

about 1098-T tax forms

e Provide dedicated Client Support to answer phone calls from clients on how to create and view a
1098-T form

e Transmit the 1098-T student data to the IRS

Managing your 1098-T’s Version #: 3.1 DMM/EV Effective Date: 10/2020 4
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4.0 1098-T School Requirements

Eligible educational institutions are required to file Form 1098-T for each student who has made a
reportable transaction to the school and is enrolled for the reported year. Schools may only report
payments received.

Reportable transactions include:

e Qualified tuition, required fees and course materials at any college, university, vocational school,
or other post-secondary educational institution eligible to participate in a student aid program
administered by the United States Department of Education.

e Educational fees paid to colleges or universities that are a required part of coursework. Such fees
include lab fees, student activity fees, etc.

There are exceptions. Schools do not have to complete 1098-T forms for:

e Courses for which no academic credit is offered, even if the student is otherwise enrolled in a
degree program.

e Nonresident alien students, unless requested by the student as addressed on a case by case
basis.

e Students whose qualified tuition and related expenses are entirely waived or paid entirely with
scholarships.

e Students, in some cases, for whom the school does not maintain a separate financial account
and whose qualified tuition and related expenses are covered by a formal billing arrangement
between an institution and the student’s employer or a governmental agency.

e Dorms, health insurance, medical expenses, fees related to transportation and personal
expenses incurred while attending a college or university.

5.0 How to Use the ECSI File Transfer Service

Clients are required to transmit their 1098-T data files to ECSI securely, via sSFTP. If you need to install
our sFTP software on your desktop, please email your request to TaxDocs@ecsi.net.

Note: Before installing the file transfer software, make sure you have your school’s unique ECSI client
code and sFTP password. The end user will require read/write/execute rights to the C:\1098-T folder. File
transfer uses secure FTP over port 22. This port must not be blocked.

51 File Transfer Installation

The installation program is available at http://www.ecsi.net/1098T/1098T-SETUP.EXE. The program can
run without saving it, or you can save it to a convenient location, such as your desktop. After installation is
complete, you may delete the setup program.

If saved, double click on the file to launch the application. If you see a security warning, please select
Run.

Managing your 1098-T’s Version #: 3.1 DMM/EV Effective Date: 10/2020 5
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The following installation screen will appear:

W7 ECSI 1098-T File Transfer Setup =8 %

EES|

1098-T FILE TRANSFER INSTALLATION, VERSION 4.2

Client ID:
FTP Password: Encrypted Key Password:

nstall || Quit| |

If you have an existing application with ECSI, the program will retrieve your client information and pre-
populate the fields. Make any required changes necessary to these values. Each field must be populated
for installation. If you do not have the required Client ID, FTP Password, or Encrypted Key Password,
please contact ECSI’s Client Support department for assistance at 800-437-6931.

Click the Install button. The program will notify you if any required information is missing. If necessary,
click “OK” to close the message, then enter the required information and click Install again.

The File Transfer software will install. Installation status will be shown in a text area beside the Quit
button. When finished, the program will notify you that the installation is complete. Click “Yes” to quit the

program.
5.2 File Transfer Usage
Sending a File

To send an interface file to ECSI, the client must select the file from a Windows Explorer (My Computer)
window and drag the file(s) on top of the File Transfer Icon installed on your desktop.

File Edit VYiew Favorites Tools Help

TRANSFER . )
RANSFE OBack - Q 7 - search | 1= Folders ]~

Addres¥

X Name
A~ [ Bl1098tftp.vbs
[£) acaD-1098Ttest. txt
<5 ECSLico

@ Desktop
# (L) My Documents
= '_J My Computer

# J& 3% Floppy (A1) [Z] Fep.bxt
= % Local Disk (C:) ps::.e;e
() $AVGB.VAULTS reffile.bat
2008-1098T.DAT

J 1098-T
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The client will be prompted to confirm the file transfer.

Sending Files to ECSI Secure FTP server:
1: 2008-1095T.DAT
Destination is the 1098-T Folder

Click OK. The transfer may take some time based upon the file size. A confirmation message box will
appear when the transfer is complete. All files sent will transfer to the 1098-T folder within your home FTP
folder.

After a file is uploaded, create a ticket to notify ECSI of the available file by emailing TaxDocs@ecsi.net .

Retrieving a File

To retrieve a file from ECSI, double-click the File Transfer Icon on your desktop. Two windows will
appear. One will be a command window that will display status information. The window may normally be
ignored. The other is a dialog window that allows you to select the location of the file being retrieved. For
files from ECSI, you will be told which folder contains the file(s) from our client support, production
support, or 1098-T team.

s -|ofx

Microsoft (R> Windows Script Host Uersion 5.7 n
[Copyright <{C)> Microsoft Corporation. All rights reserved. .

M Select Folder

1:1098-T
2: Default/Root
Cancel

Please enter the number of & download folder|

=TT ST

Enter the number of the folder where the file is contained. After a moment, the file(s) in the selected folder
will be displayed.
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Il Please select file to download @

1: 1038-T FOR REVIEW . DAT ok

Cancel

E nter the number af file ta downlaar

Enter the appropriate number of the file you wish to retrieve and click “OK”. The file will be retrieved and
placed in the C:\1098-T folder on your hard drive. A Windows Explorer window will open with the file
highlighted.

Managing your 1098-T’s Version #: 3.1 DMM/EV Effective Date: 10/2020
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6.0 1098-T Timeline

During tax season, ECSI follows a set order of events to assist clients with managing their 1098-T forms.
The following timeline occurs each year to maintain compliance with federal regulations and ensure the
best possible service to schools and their student population.

August 251

1098-T Timeline

ECSI communication/kickoff email is sent to all new and returning clients.
1098-T Timeline document and Frequently Asked Questions are distributed.

October 131

1098-T Client Training opens for all clients. Each training session is presented
live once a month. Videos of our TaxSelect training sessions are available on
demand anytime on our client website.

October 13" to
December 16™

ECSI opens the 1098-T data file testing period. During this time, clients may
provide ECSI with a 1098-T test data file and ECSI will process the file and
post the results online.

Note: Clients are encouraged to only send a test file if the data file layout has
changed from previous years. If you are using the updated ECSI data file with
the added trailer record, there is no need to send a test file.

October 191"

ECSI will provide all new and returning TaxSelect 1098-T clients with the
Student Electronic Opt-In Solicitation email template. This email should be
sent to all students encouraging them to opt-in to receive 1098-T statements
electronically. Students who have opted-in to receive statements electronically
will receive a notification from ECSI with instructions on how to access
statements online within 24 hours of the client approving the 1098-T data.

Note: TouchNet clients utilizing the TouchNet Consent Manager should
disregard the Student Electronic Opt-In Solicitation email template as it does
not pertain to that process. TouchNet clients will continue to use the TouchNet
Consent Manager instead.

December 11"

The “Data File Testing Period is Ending” email communication is sent to all
clients.

December 16

1098-T data file testing period ends. No new test files will be accepted by
ECSI. An email communication is sent out to all clients indicating the testing
period has closed.

December 28"

The “Test Data Will Be Purged” from the website email communication is
sent to all clients.

December 30"

Deletion of test data. All 1098-T test data is purged from the ECSI Client
Website.

Managing your 1098-T’s
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1098-T Timeline

January 4" to The 1098-T data file production period will begin. During this time, clients

January 13" must provide ECSI a 1098-T production data file. Clients are encouraged to
provide production data as soon as possible.

January 8" “1098-T Data File Production Period Ending” email reminder sent to all
clients.

January 13" 1098-T data file production period ends.

January 18" “Production File Approval Due” email reminder sent to all clients.

January 20" ECSI requires that all processed 1098-T production files be reviewed and
approved by this date. If your file is not reviewed and approved by this date,
ECSI cannot guarantee that your statements will be printed and mailed by the
IRS deadline (January 31st).
Note: If approval is not received by this date, an additional rush fee of up to
$1,000.00 will be assessed to your account.

January 31% This is the IRS deadline for all 1098-T statements to be printed and mailed.
All forms must be postmarked no later than Sunday, January 315 2021.
Note: The final drop-off for USPS is Saturday, January 30" 2021. Due to
COVID-19 restrictions, this date is subject to change. Any changes to this
date will be communicated in a timely manner.

Managing your 1098-T’s
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February 1%

1098-T Timeline

ECSI will open the 1098-T correction period. During this time, clients can
create, edit or delete 1098-T statements online using the “Create/Edit Tax
Documents” feature on the ECSI Website. All statements created/edited
during this period will be automatically submitted to the IRS at the end of
each month as part of the original submittal by March 315t 2021.

There is no need to contact ECSI when a correction is made online.

February 15 to
February 26"

ECSI will distribute the TaxSelect 1098-T Invoice to clients shortly after the
deadline to mail forms of January 31%. This invoice is due by April 1st.

March 2021

1098-T live client training sessions end.

The training videos will still be available on demand anytime on our client
website under the ‘Training’ link in the ‘Documents’ section.

March 15t

Correction period closes. Deadline to submit a correction/addition file prior to
the IRS submittal.

March 251

Deadline for manual adjustments and corrections. Access to the 1098-T
portion of the ECSI website will be closed at the close of business. Manual
adjustments and corrections to 1098-T forms online must be completed by
5:00pm Eastern Time. This will allow ECSI to begin extracting the data and
building the IRS file.

March 318

End of submittal period for 1098-T statement data to IRS. ECSI will submit
the 1098-T statement data to the IRS no later than this date.

April 18

Access to the 1098-T portion of the ECSI website will be reopened.

April 15t to July 30"

ECSI will submit all new and corrected 1098-T data to the IRS once a month.
There is no need to contact ECSI when a correction is made online.

Note: IRS penalties may be applicable to all new and corrected 1098-T data
submitted to the IRS after the original filing deadline of March 315t 2021.

August 1%

End of submission of new and corrected 1098-T Data to the IRS. ECSI will no
longer automatically submit new or corrected 1098-T data to the IRS. Clients
are required to contact the IRS directly to provide detail on why the 1098-T
statement data is being reported after the filing deadline. The IRS will provide
guidance on how to submit the new and/or corrected data.

Note: IRS penalties may be applicable to all new and corrected 1098-T data
submitted to the IRS after the original filing deadline of March 315t 2021.

Managing your 1098-T’s

Version #: 3.1 DMM/EV Effective Date: 10/2020 1




ECSI

7.0 1098-T Form

Schools must provide the 1098-T form to any student who paid qualifying educational expenses in the
preceding tax year (this means the 2019 1098-T form is used for payments made during the 2018
calendar year). Schools can no longer report qualifying expenses based upon how much a student was
billed during the preceding year. Schools can only report qualifying expenses based upon how much a
student paid in the preceding year.

This form (1098-T) is used to determine eligibility for the American Opportunity Tax Credit and the
Lifetime Learning Credit as part of The Taxpayer Relief Act of 1997 (TRA 97).

Qualified Tuition and Related Expenses

Included Not Included
« In state or out of state student: Resident in State | .Late Charges
and Non-resident tuition * Application fees
» Graduate and Undergraduate Program Tuition * Processing fees
. Required fees: student activity fee, technology » Medical Expenses (including student health
fee, student services fees and fees required as a | fees)
part of enroliment . Room and board charges
» Withdrawal’s not waived or reduced, and « Similar personal, living, or family expenses
required to be paid or were billed to student . Transportation
. Registration fees paid for non-credit courses

7.1 Schools Responsibility for Creating a 1098-T
The following steps listed below detail how the 1098-T form is created:

1. Afile is created by the school that contains a list of attending students, the amount the student
has paid during the year, and if the amount has been paid or billed.

2. The school sends the file to ECSI.

3. An emalil is sent to the school stating that the file has been successfully loaded. The school
reviews the data from ECSI for accuracy.

4. The school confirms the data to be correct. The school emails ECSI to generate the 1098-T
forms (paper and electronic).

5. A separate email is sent to the student with the student’s Heartland Key. This information allows
the student access to the 1098-T that is on file online.

6. The student retrieves or receives their 1098-T and either use the form to file taxes, or will need to
request a change to the form.

Managing your 1098-T’s Version #: 3.1 DMM/EV Effective Date: 10/2020 12



7.2 Defining the 1098-T Form

The 1098-T form contains several fields of information identified below.

| CORRECTED

FILER'S name, street address, city or town, state or province, country, ZIP or

1 Payments received for

OME MNo. 15451574

Service Provider/Acct. No. (see instr.)

8 Check if at least
half-time student J

8 Checked if a graduate
student H|

10 Ins. contract mimb.u"refur;

foreign postal code, and telephone number gualified tuition and related
expenses
s 2020 Tuiton
2 Statement
Form 1098-T
FILER'S employer identification no. STUDENT'S TIN 3 cD.py B
For Student
STUDEMNT'S name & Adjusimentis made for a 5 Scholarshipe or grants
prior year This is important
tax information
(3 and is being
Street address (nciuding aAt. no) & Adjustments 1o 7 Checked if the ameunt f'i;";“fﬁ “ the
scholarships or grants inbox 1 includes. & form
for & prior year amounts for an “Eggﬁ Lﬂzdm;;
City or town, state or province, country, and ZIF or foreign postal code academic period compiete arm 55
beginning January— ) to claim education
% March 2020 ] credits. Give it to the

tax preparer or use it o
prepars the tax ratum.

Form 1098-T

(keep for youwr records)

www.irs.gov’Form1088T

Department of the Treasury - Intemal Revenue Service

Managing your 1098-T’s

Version #: 3.1 DMM/EV

Effective Date: 10/2020
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Box Name

1098-T Form Detail

Definition

Key Points

Student’s Address

The student’s home mailing address.

Per IRS regulations, this box
should contain the student’s
home address where he or she
can receive mail.

Student Social Security
Number

The student’s social security number
or the student’s taxpayer
identification number.

The IRS processes 1098-T
forms using Social Security
numbers. If the school is not
able to obtain the student’s
taxpayer identifying number
using the W-9S or the Student’s
or Borrower's Taxpayer
Identification Number and
Certification forms, then the
school will check this box.

Information contact and
service provider

Contains the client’s filing information
and a contact number to the school.

Schools must provide a name,
address, and telephone
number. The phone number
cannot be a general number to
the college or university. In
addition, the third party
processor (ECSI) will be
included here.

Account number

An additional account number in the
event the student has multiple
accounts.

The account number is required
if the student has multiple
accounts. Schools typically use
the student ID number or a
designated account number
that is assigned to the student.

Managing your 1098-T’s

Version #: 3.1 DMM/EV
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Box 1: Payments received
for qualified tuition and
related expenses

The amount of payments made in the
previous year for qualifying
expenses. Includes tuition and
required fees.

The amount reported

is reduced by refunds made
towards qualifying expenses in
the same year

This amount is not reduced by
grants and scholarships

If box 7 is checked this will
include paid amounts for
qualifying expenses for Jan.,
Feb and March of 20XX.

Box 2: Amounts billed for
qualified tuition and related
expenses

*NOTE: As of 2018, this is
no longer a valid method
of reporting on the 1098-T
form.

The amount billed in the precedent
year for qualifying expenses.
Includes tuitions and required fees.

The amount reported is reduced by
refunds made towards qualifying
expenses in the same year.

This amount is not reduced by grants
and scholarships.

If box 7 is checked this will include
paid amounts for qualifying expenses
for the Jan. Feb and Mar of 20XX.

As of 2018, this box is no
longer in use. This is no
longer a valid method of

reporting on the 1098-T form.

Box 3: If this box is checked,
your educational institution
has changed its reporting
method for 0000

*NOTE: As of 2019 this
box is no longer in use.

This box will be checked if the school
changes its method or reporting.

The school must notify the IRS 3
months in advance of this change.

As of 2019, this box is no
longer being used on the
1098-T form. All reporting
method changes would have
taken place in 2018.

Managing your 1098-T’s

Version #: 3.1 DMM/EV
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Box 4: Adjustments made This box includes any Includes amounts that were

for a prior year reimbursements or refunds made to reported for any prior year after
qualifying educational expenses in 2002.
prior years.

This adjustment only
references box 1 or 2 and will
only reduce or increase
amounts reported on previous
years 1098-T.

Box 5: Scholarships or Total amount of scholarships or These are monies received
grants grants processed for the paymentto | from third party and does not
qualifying educational expenses. include loans.

Include payments from the
military, religious and nonprofit
organizations.

Pell, FSEOG Grants are
included in the amount.

Box 6: Adjustments to Total amount of scholarships or Includes amounts that were
scholarships or grants fora | grants processed to reduce the reported for any prior year after
prior year payments to qualifying educational 2002.

expenses.

These adjustments only
reference adjustments made to
previous year amounts in box

5.

Box 7: Checked if the For any payments or amounts billed | The amounts reported in box 1

amount in box 1 includes for qualifying educational expenses are for a 15 month (1 year and

amounts for an academic paid in 2019 but are for educational 3 months) period.

period beginning January — | expenses for 2020.

March Students who will graduate at
the end of 2019 or in 2020
usually have box 7 checked.

Box 8: Checked if at least This box is checked if the student Half-time status differs for each

half-time student was half-time during 2019. school.

Managing your 1098-T’s Version #: 3.1 DMM/EV Effective Date: 10/2020
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Box 9: Checked if a
graduate student

This box is checked if the student
was enrolled in a graduate program
during 2019.

If box 7 is checked the
reporting period is for 15
months (1 year and 3 months).

If a student is enrolled and has
not started classes, then this
box will be checked.

Box 10: Ins. Contract
reimb./refund

For insurance policy (Medical
withdrawal or life event, the student
may tax insurance to cover the cost
of tuition).

If the student was reimbursed
under an insurance policy.

These policies are applicable if
the student was forced to
withdrawal from school for
medical or family reasons and
was later reimbursed.

8.0 The 1098-T Client Menu

Clients are able to create, view and update 1098-T tax forms, view 1098-T reports, and review student
account memos by accessing the client portal of the ECSI website.

Access 1098-T Client Portal

Step 1:

Open your web browser and navigate to www.HeartlandECSI.com

|@ www.heartlandecsi.com

£~

(2 Newtab

Step 2:

Select the option on the ECSI home page Login to WebX Reports.

Managing your 1098-T’s

Version #: 3.1 DMM/EV
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Step 3: | Enter login credentials.

£eSI

Additional Information for Ciients and Ag

Welcome, clients.

Please log in below to access and manage your account.

LOG IN TO ACCESS YOUR ACCOUNT

Client ID: Your ECSI client/school code.
Login ID: Your ECSI login identification.

Password: ECSI will provide a temporary password to new users. You are required
to change it after your first login.

Click the Log In button.

8.1 1098-T Tax Documents Overview

WebX provides access to various tax management tools including access to view/edit/create tax
statements, review web reports, and send secure messages to ECSI.

Menu

Tax Decuments Client Features
View Tax Statements Web Reports
Create/Edit Tax Statements Secure Messages

Electronic 1098-T Opt-In Report
Find PIN/Password

Account Administration

Change My Password
Logoff

Managing your 1098-T’s Version #: 3.1 DMM/EV Effective Date: 10/2020
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8.2 View Tax Statements

1098-T tax statements are not available until the client sends the 1098-T interface file to ECSI. Once the
file is processed and the tax forms are approved by the client, ECSI loads the 1098-T forms to the
website. Within 24 hours after this step, a student’s tax form is available for review. The View Tax
Statements link provides access to view a student’s 1098-T form.

View a Student’s 1098-T Form

Step 1: From the Client Website, click View Tax Statements.

Tax

View Tax Statements
It Tax 5tatements
Electronic 1098-T Opt-In Report
Find PIN/Password

Step 2: On the View Tax Statements screen, the client can enter the student’s Social Security Number,
Student ID, Last 4 SSN, or Last Name and click Find next to the chosen search option.

View Tax Statements

Click here for the ECSI TaxSelect 1098-T Handbook PDF
Message:

To search for a statement

* Enter the search criteria below
® Click the respective FIND button next to the search field
* The search results should be displayed on screen

To view the statement

* |f searching by Social Security Number

= Check the radio button next to the tax year

= Click the VIEW button at the top of the report

= The tax statement should open in a new tab/window
* |f searching by Student ID, Last 4 SSN or Last Name

= Check the radio button next to the record

= Click the RETRIEVE button at the top of the report

= A list of the student’s 1098-T statements should be displayed on screen

= Check the radio button next to the tax year

= Click the VIEW button at the top of the report

= The tax statement should open in a new tab/window

Social Security Number (no punctua @
Student ID: [Find]

Last 4 S55N: N [Find]
Last Name: N [Find]
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Step 3:

A list of 1098-T’s matching the search criteria entered appears. Click the radio button next to the
desired form, and click View.

Social Security Number (ne punctuation): (111111111 b [Find]

Student ID: N [Find]
Last 4 SSN: N [Find]
Last Name: X [Find]

Below are the tax documents available for your account.

(iieu)

C Year Type Suppress
D 2019 1098-T

2018 1098-T

2017 1098-T

2015 1098-T

2014 1098-T

Step 4:

The 1098-T form opens in the View Tax Documents screen.

FILER'S name, street address, city or town, state or province, country, ZIP or 1 Payments received for qualified OMB No. 1545-1574
oreign postal code, and telephone number uition and related expenses
[ECSI Demo University Sl 200.00 2 20
) ) A .
100 Global View Dr Tuition
Warrendale PA 15086
£ Form 1098-T Statement
(Contact: 412-788-3900
ECSI: 866-428-1098
FILER'S federal identification no. *Ti ?::13 taxpayer identification no. 3 Copy B
999999999 1111 For Student
TUDENT'S name, street address, city, state, and ZIP code la Adjustments made for a l5 Scholarships or grants
orior year This is important
BILL MAZEROSKI tax information
and is being
115 FEDERAL STREET furnished B the.
PITTSBURGH PA 15112 6 Adjustments to 7 Checked if the amount Internal Revenue
scholarships or grants in box 1 or 2 includes service. This form
for a prior year amounts for an must be used to
academic period complete Form 8863
beginning January - to claim education
March 2020 [ credits. Give it to the
ervice Provider/Acct No. (see instr) [8 Checked if at least o Checked ifa 0 1ns. contract reimb./refund tax preparer or use it to
111111 half-time student [1 graduate student [ prepare the tax return.
rForm 1098-T (keep for your records)  wwuw.irs.gov/1098t Department of the Treasury-Internal Revenue Service

If you have any general questions, please visit http://www.ecsi.net/taxinfo.html for information regarding your tax documents and to obtain contact
information for ECSL. If you have any questions regarding the financial information on your 1098-T, please contact your school directly.

Neither your school nor ECSI can answer tax questions or provide tax advice, you must contact your tax professional.

Transaction History Transaction History
Trans Date Box#  Trans Description Trans Amt Trans Date Box#  Trans Description Trans Amt

Note: If the client has reported paid information on the 1098-T form, itemized transaction details
are located at the bottom-half of the web page.

Managing your 1098-T’s
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8.3 Create or Update a 1098-T

Clients have the ability to create or update an existing tax form in the event the student’s information was
not a part of the initial file sent to ECSI for processing, or if the tax form contains information that is
incorrect. The following steps review how to enter and edit a 1098-T tax form online.

Create or Update a Student’s 1098-T Form

Step 1: Locate the menu heading called Tax Documents, and click the Create/Edit Statements link.

Tax Documents

View
Create/Edit Tax Statements
Electronic -T Opt-In Report

Find PIN/Password

Fa\

Step 2: On the Create/Edit Tax Statement (1098-T) screen, enter the Tax Year and the student’s Social
Security Number in the Social Security Number (no punctuation) field, and click [Find SSN]
to locate an account by the student’s SSN. If the student does not have a social security number,
choose the [Retrieve EAN] option to create an ECSI Account Number.

Create/Edit Tax Statement (1098-T)

To create or edit a 1098-T statement:

Enter the Tax Year

Enter the Social Security Number

Click the Find SSN button

Enter the tax statement information below

Select the appropriate action from the ACTION dropdown
Click the SUBMIT button

Tax Year

{YYFY)
Social Security Number (no punctuation)

11111111|

(55N = Social Security Number; EAN = EC5l Account Number. Please na hyphens.)
[FIND SSN] [RETRIEVE EAN]

Managing your 1098-T’s Version #: 3.1 DMM/EV Effective Date: 10/2020 21



Step: 3

When updating an existing 1098-T form, change the appropriate fields on the form that require an

update.

[J correcTeD

[FILER'S name, strest 2ddress, city, state, ZIF code, and telephans numier
[ECSI Demo University

100 Global View Dr

Warrendale PA 15086

(Contact: 412-788-3%00
[ECSI: 866-428-1038

[ Payments received for quzlified
fuition and relsted expenses

1200.00

OMB No. 1545-1574

2020

[2 Amounts billed for gualified
fuition and relzted sxpenzes

0.00

rorm 1098-T

Tuition
Statement

IFILER'S federal identification no.

999999999

STUDENT'S taxpayer identification no.

111N q

3 1f this box is checked, your education: M
has changed its reporting method for 2020 -

3l institution —

STUDENT'S name, strest acdress, city, stats, and 7IF code

First/Middle/Last{ BILL
MAZEROSKI

addr 1115 FEDERAL STREET

Addr 21
‘|,||F'A |

J& adjustments made fora
lprior year

5 scholzrships or zrants

0.00 |

0.00

l6 Adjustmens: to
[schalarships or rants
ffor a prior year

0.00

7 Checked if the amount
in box 1 0r 2 includes
amounts for an
=czdemic period
beginning January -
Mtarch 2021

iy, state] PITTSBURGH
Z'lp-Zip+4.| 15112 1|

8 Checksd if at lsast
111111 ‘ half-time student

9 checked ifa
raduste student

—y  [10Ins. contract reimb./refund

0.00

Copy B
For Student

This is important
tax information
and is being
furnished to the
Internal Revenue
Service

Service Provider/Acct No. (ses instr.]
form 1098-T

{keep for your records)

Department of the Treasury-Internal Revenue Service

When creating a new 1098-T form, all required information and fields in boxes 1-10 on the form

will be indicated with a red triangle.

(] correcTeD

FiLzR's name, strest zdaress, city, state, 21P code, and telephone number
ECSI Demo University
100 Global View Dr

1 Payments received for quzlified
tuition and related expenses

0.00

OMB No. 1545-1574

2020

\Warrandale PA 15088 Tuition
2 Amnounts billed for qualified . - Statement

Contact: 412-788-3500 tuition and relzted sxpenses form 1098-T

ECSI: 866-428-1088 0.00

FILER'S federal identification no. [STUDENT'S taxpayer identification ne. 3 1f this box is. :hec(sd: your ed.:z_ric'z institution |—| COPV B

009999999 hes changed its reparting method for 2020

STUDENT'S name, street address, city, state, and ZIP code

First/Middle/Last:|

Addr 17

Addr 2:

City, Statel i,l i
Z'lp-Zip+4'| 1*‘ |

& adjustments made for a
lprior year

5 scholzrships or grants

0.00 |

0.00

6 Adjustments to
scholarships or grants
for a prior year

0.00

7 Chackd if the smount
in box 1 or 2 indludes
amounts for an
=cademic period
beginning January -
March 2021

service Provider/acct No. (se instT) 8 Checked if at least
| hali-time student

| 9 Checked ifa |—|
Eraduats student

10 ins. contract reimb./refund

0.00

For Student

This is important
tax information
and is being
furnished to the
Internal Revenue
Service.

Form 1098-T

{keep for your records)

Department of the Treasury-Internal Revenue Service

Notes: Any 1098-T statement data that is sent to ECSI without a social security number will be
provided an ECSI Account Number (EAN). The ECSI Account number is for internal use only to
manage the tax statement online and for student login, and will not be printed on the 1098-T

statement or reported to the IRS.

A W-9S form must be completed by a student if the client is making a change to the social

security number on a 1098-T form.
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Step 4 The student’s detail and transaction description information that makes up the total amounts on
the 1098-T form can be added in the Transaction Details section at the bottom of the
application. This is not required, but can be included at the discretion of the client.

Transaction Details

¥ Update Detail?

# Box Date mm/dd/yyyy Desc Amt
1 / /

2 / /

3 / i

4 / i

5 / /

& / /

7 / i

g / /

9 / /

10 / /

Step 5: The Action box is used to complete the appropriate update as entered by the client in Step 3.

Choose the correct action and click [SUBMIT].
Action
Please Select v( [susmMiIT]
Please Select
Sreate New Statement and click "Send Email" to send a notification email to the student
pdate Existing Statement .
View Pnnt Friendly Statement ) created/edited.
Delete This Statement [Send Email]
Undo Changes
| Clear This Page

Managing your 1098-T’s
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Step 6:

The client can send an email to a student to review their updated or new 1098-T application by
entering the student’s email address in the Email Address field and then clicking [Send Email].

Enter an email address below and click "Send Email” to send a notification email to the student that their 1098t form has been

created/edited.
Email Address:|Student@university edu [Send Email]

Notes: ECSI does not automatically print and mail statements for new and/or corrected tax forms after
the original 1098-T production file is processed. Clients can send the student an email notification using

WebX.

ECSI allows clients to generate 1098-T statements for a prior tax year manually online or via a data file in
one of our accepted formats. 1098-T statements generated for a prior tax year are not automatically
printed/mailed to the student. 1098-T statements generated for a prior tax year are also not automatically

submitted to

the IRS as the reporting period for the prior tax year has been closed. Clients should contact

the IRS directly to discuss the need to submit a statement for a prior year as the IRS will provide

guidance on

how to report the data. Clients can reach out to the IRS by dialing 866-455-7438 or by web

at www.irs.gov.

8.4 Electronic 1098-T Opt-In Report

Students have the choice of electing to receive an electronic notification that their 1098-T is available
online to view and print rather than receiving a paper statement in the mail. Each year ECSI provides
clients with the Student Electronic Opt-In Solicitation email template in which a school can send to all
students advising them of the option to receive an electronic copy of their tax form rather than a paper
statement. A school can view the students who have elected this option by selecting the Electronic 1098-
T Opt-In Report. Students are not required to provide their consent annually. ECSI will maintain the
student statement delivery preference during their entire enroliment period.

Note: A school cannot use this option to grant a student consent to receive their 1098-T form
electronically. Consent can only be granted by the student online.

Step 1:

View a Student’s 1098-T Form

Locate the menu heading called Tax Documents, and click the Electronic 1098-T Opt-In Report
link.

Tax Documents
View Tax Statements
Create/Edit Tax Statements

< | Electronic 1098-T Opt-in Report | >
Find PIN/Password

Managing your 1098-T’s
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http://www.irs.gov/

Step 2: On the Electronic 1098-T Opt-In Report screen, enter in the starting date and the ending date and
click Find.

Electronic 1098-T Opt-In Report

AUTH - CONSENT: "authenticated consent” meaning a student logged into the ECSI My Account Menu and consented to receive an Electronic 1098T form. This student will receive a 1038T electronically.

UNAUTH - CONSENT: "unauthenticated consent” meaning a student accessed the anonymous link and consented to receive an Electronic 1098T form. This student wili receive a 1098T electronically.

UNAUTH - NO CONSENT: "unauthenticated no cansent” meaning a student has changed their consent to not receive an Electronic 1098T form on the anonymous link. This student will receive a 1098T in the mail.
UNAUTH - NO XREF/MYACCT/CONSENT: "no cross reference” meaning a student has accessed the anenymous link and consented to receive an Electronic 1038T form but they have not been cross references to an
account. ECSI will match up NO XREF accounts when you send the production 1098T file in January.

Click here for the ECSI TaxSelect 1098-T Handbook PDF
Message:

Dates From: |11 /101 /2019 To: |12 /31 /2019 enu]

Export to Excel (Only in Internet Explorer)

[Edit] Date SID  SSN Name Email Memo
12/30/2018 012345 smith,Jacob  jacobsmith@ecsi.net  UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 123456 Doe,lane Jjanedoe@ecsi.net UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2018 234567 Dos,John johndoe @ecsinet UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT

12/30/2019 345678 DoeMichael  michaeldoe@ecsinet  UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 456739 DoeJames  jamesdoe@ecsi.net UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 567850 Doe,George  georgedoe@ecsinet  UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 678301 smith,Mary ~ marysmith@ecsinet  UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 785012 smith,Elizabeth elizabethsmith@ecsi.net UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 890123 smith,Jennifer jennifersmith@ecsi.net UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 901234 Smith,Melissa melissasmith@ecsi.net UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT

Total Records = 10

Note: Students who Opt-In after December 315 may not receive their 1098-T electronically depending
on when during the month a client transmits their 1098-T file to ECSI for processing. Always pay
attention to the date of consent listed for the student to determine whether or not they made the
deadline to receive the form electronically.
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Step 3:

A report of students who have Opted-In to receive their 1098-T only displays. Each student has a
memo indicating the status of the student’s consent. A description of each memo is listed above the

report.

Message:

Electronic 1098-T Opt-In Report

AUTH - CONSENT: "authenticated consent” meaning a student logged into the ECSI My Account Menu and consented to receive an Electronic 1098T form. This student will receive a 1098T electronically.

UNAUTH - CONSENT: "unauthenticated consent" meaning a student accessed the anonymous link and consented to receive an Electronic 1098T form. This student will receive a 1098T electronically.

UNAUTH - NO CONSENT: "unauthenticated no consent” meaning a student has changed their consent to not receive an Electronic 1098T form on the ananymous link. This student will receive a 1098T in the mail.
UNAUTH - NO XREF/MYACCT/CONSENT: "no cross reference” meaning a student has accessed the anenymeus link and consented to receive an Electronic 1098T ferm but they have not been cross references to an
account. ECSI will match up NO XREF accounts when you send the production 1098T file in January.

Click here for the ECSI TaxSelect 1098-T Handbook PDF

Dates From: |11

Export to Excel (Cnly in Internet Explorer)

[Edit] SID  SSN Name Email Memo
12/30/2019 012345 SmithJacob  jacobsmith@ecsi.net  UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 123456 Doe,ane janedoe@ecsi.net UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 234567 Doe,John Johndoe@ecsi.net UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT

12/30/2019 345678 Doe,Michael ~ michaeldoe@ecsinet  UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 456785 DoeJames  jamesdoe@ecsi.net UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 567350 Doe,George  georgedoe@ecsi.net UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 678501 Smith,Mary ~ marysmith@ecsinet  UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 785012 Smith, Elizabeth elizabethsmith@ecsi.net UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 890123 smith,Jennifer jennifersmith@ecsi.net  UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT
12/30/2019 901234 Smith,Melissa melissasmith@ecsi.net  UNAUTH - NO XREF/MYACCT/CONSENT - EDIT/UPDATE SID/SUBMIT

Total Records = 10

/01 |7]2019 w12 [31  |72019 | [Find] [Menu]

Date

Report Column Descriptions

Indicates the date the student submitted their consent.

SID

The student’s ID number. This must be the same student ID number provided to ECSI
in the 1098-T data file.

SSN

The student’s Social Security Number.

Name | The student’s name.
Email The student’s email address.
Memo | The status of the student’s electronic consent. Statuses include:

e Auth —Consent: "authenticated consent” meaning a student logged into the
ECSI My Account Menu and consented to receive an Electronic 1098T form.
This student will receive a 1098T electronically.

e Unauth-Consent: "unauthenticated consent” meaning a student accessed the
anonymous link and consented to receive an Electronic 1098T form. This
student will receive a 1098T electronically.

e Unauth-Non Consent: "unauthenticated no consent” meaning a student has
changed their consent to not receive an Electronic 1098T form.

¢ Unauth- No Xref/MyAcct/Consent: "no cross reference" meaning a student
has accessed the anonymous link and consented to receive an Electronic
1098T form but they have not been cross references to an account. ECSI will
match up NO XREF accounts when you send the production 1098T file in
January.

Managing your 1098-T’s
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Step 4: To edit a student’s consent information, the client must choose the radio button to the left of the
student’s name and then click Edit.
Message:
Datas From: |11 J101 J12019
Export to Excal (Only in Internat Explorer)
Date SID  SSN Name Email
e 12/30/2019 012345 Smith,Jacob jacobsmith@ecsi.net
12/30/2019 123456 Doe,Jane janedoe@ecsi.net

Step 5: Update the student’s consent information and then click Submit.

Click here for the ECSI TaxSelect 1098-T Handbook PDF

Message:

sID: (012345

First: |[Jacob

Last: | Smith
Email: jacobsmith@ecsi.net

[Submit]

Managing your 1098-T’s
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8.5 Find Pin/Password

In the event a student does not receive their 1098-T form by mail, fails to receive their email notification of
their tax form being available online, or needs to access the website to print an additional copy of their
form, a client can send the student their Heartland Key using the Find PIN/Password link.

Send a Heartland Key to a Student

Locate the menu heading called Tax Documents, and click the Find PIN/Password link.

Tax Documents

View Tax Statements
Create/Edit Tax Statements

Electroni = t-In Report
< Find PIN/Password

Step 2: | Enter the student’s Account number (this number is either the student’s Social Security
Number or their ECSI Account Number) and then click [Find].

Find Pin/Password

Message:

[Menend] [Opt-Out]
[<<]1[<][=TT>=]
Accou n ‘

Managing your 1098-T’s Version #: 3.1 DMM/EV Effective Date: 10/2020 28



ECSI

Step 3:

The student’s information displays. Verify/update the student’s email address in the Send To:

field and click the [Send].

Find Pin/Password

Message:

[Menu] [Find]Dpt-Dut]

[<<I[<]1[>]1[>>]

Account: |1'1'1‘|‘|‘|11‘| {

Results:
Account: 111111111
Mame: Jane Doe
Last Login: 20160126
Pin:
Password:
Cuestion:
Answer:

Email:

s@t@un iversity.edu)

Do NOT send activity emails

Managing your 1098-T’s Version #: 3.1 DMM/EV
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9.0 Web Reports

Web Reports is a collection of data organized by a particular topic to provide information to a user for a
population of borrowers/students. Web reports are available for clients via WebX, ECSI’s web portal.
ECSI creates each report and delivers for the user on WebX for pickup. 1098-T reports are run, updated,
or loaded to the ECSI website when interface files are provided and processed by ECSI, and in April with
a detailed list of each statement that was returned to ECSI as being undeliverable.

9.1 View Web Reports

View Web Reports

Locate the menu heading called Client Features, and click the Web Reports link.

Client Features

Web Reports
essages

Step 2:

Web Reports are organized by month. Select the correct month from the Period drop-
down box, and then click the Show link.

View Web Reports

Please Read!

« SAL System Monthly Reports

« SAL System Special Reports

« SAL System TPP Reports

« Important Changes to WebReports

« This page contains links to PDF documents, if you do not have Adohe Reader installed please follow this link to install it.
Message:

period: | 01/2020 ¥ ([Show) [Menu]

Note: Web reports are available for up to four years online. After four years, reports
can be made available to clients on request.

Managing your 1098-T’s
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Step 3:

A list of available reports will display. The column headers are:
Category: The type of report.

File: The name of the report (by report file name).

Date/Time: The date and time that the report was generated.
Size: The size of the file in bytes.

Description: A short description of the purpose of the report.

pPeriod: | 10/2019 v | [Show] [Menu]

view]Catego Dateh‘lme Description
LG I I B B | 1 H 1 H

[v] T&X TOSat=-fite—statsHestni-10/31/2010 1403 S8% Processed file statistics
[v] Tax 1058t-file-totals.csv  10/31/2019 14.03 182 Total forms generated
[v] Tax 1058t-form-details.csv 10/31/2019 14.05 81,629 1098-T individual form details

[vi ) TAX 10598t-warnings.csv ~ 10/31/2019 14.05 1,267 1098-T warnings

To view a report, click the [V] next to the appropriate report Category.
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9.2 1098-T Reports and Descriptions
ECSI provides five reports for clients regarding the 1098-T process.

1098-T File Totals Report— This report provides a summary of the data contained in the processed
1098-T interface file with ECSI. The report provides totals for each box in the 1098-T form that contains
financial information. ECSI summarizes the total for each student in the 1098-T file for Box 1: Payments
received for qualified tuition and related expenses, Box 4 for Adjustments made for a prior year, Box 5
Scholarships or grants, and Box 10 for Insurance contract reimbursement/refund. This report can be used
to confirm that the data processed by ECSI matches the summary totals reported by the client.

[u] TAX 1098t-file-totals.csw 01/0%/2018 12.16 237 Total forms generated

1098-T File Statistics Report— This report provides statistics from the processed 1098-T file between
ECSI and the client. The report provides the client with the number of 1098-T forms that contain
information for each box on the 1098-T application, as well as the financial detail contained in the 1098-T
Batch Total Report. The report also contains the total number of students provided in the file and
validation error totals.

['U] sal  109st-file-statistics.tkt 01/09/2018 12.24 863 Processed file statistics

1098-T Form Details Report- The report provides a detailed listing of all information generated for each
1098-T statement for a client for a given tax period. The client can use this report to review the processed
data for each student for a specific tax year as well as review each potential warning for the student.

[ur] sal 1098t-form-details.csv 01/09/2018 12.39 238,761 1098-T individual form details

1098-T Warnings Report- This report provides a detailed listing of all students who have a warning or
potential error on their 1098-T form. The client can utilize this report to review potential errors on the
generated tax form that may need corrected for students and correct the 1098-Ts as needed.

['U] TAX 1098t-warnings.csv 01/09/2018 12.26 394 1098-T warnings
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Possible 1098-T Warnings

SSN not valid SSN provided is invalid, ex: only 7 digits long, begins with 000 or 666.
TIN Not Certified The TIN Solicitation Certification is not marked for this student.

Last Name Blank The Last Name field for this student is blank within the file.

First Name Blank The First Name field for this student is blank within the file.

Address Blank The Address field for this student is blank within the file.

City Blank The City field for this student is blank within the file.

State Blank The State field for this student is blank within the file.

Zip Blank The Zip Code field for this student is blank within the file.

ECSI EAN# Created The SSN field for this student is blank within the file, an ECSI account
number has been generated for use by the school in the ECSI client portal,
the 1098-T form provided to the student will have the SSN field blank.
When the form is submitted to the IRS the SSN will be blank.

Name CTRL This warning only displays when an IRS 1220.dat file has been submitted
for processing from the school. This is only an FYI; this means that we were
unable to match the Name Control the same way that the school did. This is
usually seen when a student has more than 3 names, ex: John Eric Saint
James. We maintain the schools Name Control when submitting to the IRS.

Amounts Not Numeric | There is a non-numeric character in the amount fields. This pertains to Box
1, Box 4, Box 5, Box 6 or Box 10.

Large Payments The amount in Box 1 is over $90,000.

Large Adj Prior Year The amount is Box 4 is over $90,000.

Large Grants The amount in Box 5 is over $90,000.
Large Adj Grants The amount in Box 6 is over $90,000.
Large Refunds The amount in Box 10 is over $90,000.

Box1 and Box2 have There is an amount in both Box 1 and Box 2, should only have amounts in

amounts Box 1.
Box1 is blank There is no amount listed for Box 1 for this student.
Box6 > Box5 The amount in Box 6 exceeds the amount in Box 5.
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1098-T Reject Report- The report provides the client with a list of each student in which the 1098-T form
was returned in the mail to ECSI from the post office. Clients can use this report to reach out to students

who may not have received their 1098-T form in the mail and assist each student with accessing the form
online.

[wl 5AL 1098t-reject-pd.pdf 04,/15/2015 15.36 1,592 SAL Report

10.0 ECSI Student Website: Tax Document Quick Search

ECSI provides students the ability to easily access and view their current and previous years 1098-T and
1098-E tax forms online at https://heartland.ecsi.net. Students will need their first and last name, social
security number, and zip code to access their form. The information needed to access a student’s 1098-T
form must match the information provided to ECSI by the school to pass authentication.

10.1  Tax Document Search

Students looking to view their most recent or previous years 1098-T or 1098-E tax forms can do so by
using the Tax Document Search option on the ECSI Website.

Search For Your Tax Document

Step 1: Open your web browser and navigate to https://heartland.ecsi.net
&« C | O https://heartland.ecsi.net
Step 2: Select the option on the ECSI home page Click here after Want to view your tax
form?

Hearting

Tax Season Is Here l a X)
Access your 1098-T or 1098-E tax forms
online

Tax season is here. Want to view your tax f

Already have a profile? Sign In to view your tax document.

W veChatOnline A
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Step 3:

Type the name of the school in the field School Name. Select the school from the

list of available schools, and click Submit.

Products & Services

Heartland
ECSI

Search For Your! éx Dscufﬁgnt Ed

U -

Help Center

L =,

This site uses Pop-up windows for printing your tax documents. Please be sure to turn off your Pop-up blocker for this site. To turn off your Pop-up blocker, visit the Tools or Settings

menu for your specific browser.

First, let’s check to make sure your school has posted their tax documents.

School Name

Heartland

Heartland University

Note: Tax forms are only available if a school has released their tax file to ECSI for
processing. If a school’s tax file has not yet been released, the following message

appears to the student:

We could not locate your school’s tax documents. Please try again later

School Name

Heartland ECSI University

Managing your 1098-T’s
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Step 4:

Students must pass authentication before viewing their 1098-T form. Enter First
Name, Last Name, SSN, and Zip code in the required fields.

Search for Yout%x, Dacurf\e_nt-~g~§rg ﬂ,il ‘

L

This site uses Pop-up windows for printing your tax documents. Please be sure to turn off your Pop-up blocker for this site. To turn off your Pop-up blocker, visit the Tools or Settings
menu for your specific browser.

We've found your school. Let’s fill in the rest of the form to find your tax document.
IMPORTANT: The information entered below must match the information your school has on file.

School Name

Heartland University

Im not a robot

Note: The information entered by the student must exactly match the information
on file at the student’s school.

Step 5:

To complete authentication, check the box for | am not a robot and verify the
information requested by the website. Once completed, click Verify.

Select all squares with street signs.

Managing your 1098-T’s
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Step 6: Click Continue.

We've found your school. Let's fill in the rest of the form to find your tax document.
IMPORTANT: The information entered below must match the information your school has on file.

School Name

Heartland University

FirstName
Training
Last Hame
McTrainer
ssn
ooexx-1111

Zip code
15086

" Imnotarobot

Step 7: The Tax Document Information window appears listing the current year’s tax
forms.

Tax Document |

This site uses Pop-up windows for printing your tax documents. Please be sure to turn off your Pop-up blocker for this site. To turn off your Pop-up blocker, visit the Tools or Settings
menu for your specific browser.

YOUR TAX STATEMENT

The detail shown bel
account. To learn ho

for informational purposes only. If

you would like to access prior year tax documents, you will need to create a profile and connect your
connect your account, please vis

the the Help Center.
STATEMENT DETAIL FOR CURRENT REPORTING PERIOD

1098-T STATEMENT Status: Delivered (US Mail) +

1098-E STATEMENT Status: (Not Available) +
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10.2  Viewing Your Tax Statement Information

Students view their current 1098-T and 1098-E statements, if applicable, on the Tax Document
Information window. Clicking on the + sign to the right of the delivery status provides the student’s tax

form detail, as well as printing and administrative options.

Tax Document |

N
L}

BT
st

This site uses Pop-up windows for printing your tax documents. Please be sure to turn off your Pop-up blocker for this site. To turn off your Pop-up blocker, visit the Tools or Settings

menu for your specific browser.

YOUR TAX STATEMENT

1098-T STATEMENT

1098-E STATEMENT

STATEMENT DETAIL FOR CURRENT REPORTING PERIOD

The detail shown below is for informational purposes only. If you would like to access prior year tax documents, you will need to create a profile and connect your
account. To learn how to connect your account, please visit the the Help Center.

Status: Delivered (US Ma@

Status: (Not Available) +

YOUR TAX STATEMENT

STATEMENT DETAIL FOR CURRENT REPORTING PERIOD

BOX 5 ("Scholarships & $0.00
Grants"):

Box 7 ("amounts for No
Upcoming Term"):

Box 9 ("Graduate Student"): No

Reporting Institution: ECSI Demo University Tax Year:
Delivery Address: 115 FEDERAL STREET, PITTSBURGH, PA, 15112

Box 1 ("Payments"): $1,000.00 BOX 2 ("Charges"):

Box 3 ("Reporting Method No Box 4 ("Prior Year

Changed"): Adjustments”):

Box 6 ("Prior Year
Adjustments

{schelarships/grants)"}:

BOX 8 ("Half-Time or Above"):

BoX 10 ("Ins. Contract
Reimb /Refund”):

2018

$0.00

$0.00

$0.00

$0.00

Status: Delivered () -

View/Print Statement »
You must turn off your pop-up blocker to view and print the tax form.

Make a Change »
Select this option if you would like ta update your SSN, Name or Address
listed on your tax form.

Create a Dispute »
Select this option if you disagree with information shown in the boxes of
your tax form.
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10.3  View/Print 1098-T Statement

Students can view and print tax statements by clicking on View/Print Statement link under their 1098-T
Statement header.

View/Print Statement

Step 1: | Click View/Print Statement link under the 1098-T statement header.

View/Print Statement »
You must turn off your pop-up bloTy e t
tax form.

Note: Students must turn off the pop-up blocker on their web browser for the tax form to
appear.

Step 2: | The tax form appears. Students must print the tax form from the menu bar on their web

browser.
[FILERS name, strest address, city or town, stte or province, country, ZIP or 1 Payments recaived for qualified OME Yo, 1545-1574
forsim postal code, and telephons numbar [ruition and ralated sxpensas
[ECSI Deme University $1.000.00
100 Glebal View Dr : ) iti
Warrendale PA 15086 2 0 1 9 Tuition
2 o 1098-T Statement
Contact: 412-788-3900
[ECSI- 866-428-1098
[FILER.S federal identification no. [STUDENT S taspay=r idsntificanion oo, ] Copy B
999999999 Fhrhk]]1] oSt
STUDENT'S name, street address, city, staie, and ZIF code 4 Adjustments made for a 5 Scholarships or grants This is important
BILL MAZEROSKI [prior yeer tax infonmation
and is being
115 FEDERAL STREET farnished to the
Intemal Feva
PITTSBURGH PA 15112 A 7 Checked e amoumt Sarvics This o
:cholarships or grants mbox 1 or 2 inchudes must be used to
for 2 prior vaar amounts for an complats Form 8363
academic period o clzim sducation
beginning January - [1 credits. Give it to the
March 2020 tax prapater or uze itto
[Service Provider/Acct Na, (22 inetr.) 8 Checked if at least O Checked ifa 10 Tns. contract reimb. refund prapars the L ram.
111111 [nalf-time studant [1 eraduate student [1
Fonn 1098-T (keep for your records)  www.irs.gov/ 1098t Department of the Treasury-Internal Revenve Service
If you have any general questions, please visit hitp:/'www.ecsi net'taxinfo htm! for information regarding your tax documents and to obtain contact
information for ECSL. If you have any questions regarding the finaneial information on your 1098-T, please contact your school directly.
Neither your school nor ECSI can answer tax questions or provids tax advice, You must contact your tax professional.
Transaction History Transaction History
Trans Date Box=  Trans Description Trans Amt Trans Date Box=  Trans Description Trans Amt
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10.4  Updating the 1098-T Form

Students can request an update of their SSN, name, or address on their tax form by selecting the Make a
Change link under their 1098-T statement header.

Update 1098-T/Electronic W9-S Process

Step 1: | Click the Make a Change link under the 1098-T statement header.

Select this option if you would like to O
Mame or Address listed on your tax form.

Step 2: | The Complete W-9S window appears. The student needs to complete each section of the
electronic W9-S form. Click Continue.

CompleteW-SJ@!i 'il ,@ L8
L SN BRL- BN

Thes site uses Pop-up windows 10r pristing your tax documents. Please be Sure to turn off yoar Pop-up biacker for this site. To turm aff your Pop-up blocker, wisit the Tools or Settings
your specific browser.

—
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Step 3: | The Review W-9S window appears. Check the submission for accuracy. Click Submit to
process the change request.

This site uses Pop-up windows for printing your tax documents. Please be sure to turn off your Pop-up biecker for this site. To turn off your Pop-up blocker, visit the Tools or Settings
menu for your specific browser.

Form W-95: Request for Student’s or Borrower's Taxpayer Identification Number and Certification

)
m

Name of Studant or Borrower Trainin

Taxpayer ldentification  oo-xx-6789
Number

Address (number, streetand 2 Manor Dr
apt or suite na)

City
State

ZIP Code

This secton is pot required

11I: Requestor Information (T

Requestor’s Name

Requestor's Address (number,
street, suite no)

Requestar’s City

Requestar’s Zip Code
Tuition Account Number

Loan Account Number

e |
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The W-9S Submitted window appears. Click | am Done if no more work is required, or click
Back to Tax Document Information if you wish to view more information about your tax

Step 4:

documents.

w-9S submitte’%g'i i

i

int M

This site uses Pop-up windows for printing your tax documents. Please be sure to turn off your Pop-up blocker for this site. To turn off your Pop-up blocker, visit the Tools or Settings
menu for your specific browser.

Thank You.
Your W-9S Information Has Been Submitted.
Please allow up to 10 business days for the change to be effective.

m Back to Tax Document Information

105 Creating a 1098-T Dispute

Students are able to submit a dispute online with ECSI in the event they disagree with the information
listed on their 1098-T document.

Create a Dispute

Click the Create a Dispute link under the 1098-T statement header.

Create a Dispute »
Select this option if you disagree with InTo T SOWN in

the boxes of your tax form.

Version #: 3.1 DMM/EV Effective Date: 10/2020 42
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Step 2:

The Submit A Dispute window appears. Students check each applicable box that requires an update.
A comment is necessary for each box disputed on the 1098-T forms. Click Continue.

SubmitADispui'; = ’ﬁ iL

PO - N

Thts site uses Pop-up windows Tor printing your tax documents. Please be sure to tur off your Pop-up biacker for this ste. To turn off your Pop-up blocker, visi the Tooks or Settings
‘menu for yoar speciic browser.

Submit A
Please allow up to 10 business days

ate the disputed information

Note: A valid email address and phone number is necessary so that we can contact the student in the
event additional questions or more information is needed to complete the dispute.

Managing your 1098-T’s
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Step 3:

The Review Your Dispute window appears. Check the submission for accuracy. Click Submit to
process the dispute request.

y

Riew Your Didlite — 11 i A
- . SN

R ront i et 3

This site uses Pop-up windows for printing your tax documents. Plesse be sure to turn off your Pop-up biscker for this site. To turn off your Pop-up blocker, visit the Tools or Settings
menu for your specific browser.

Submit A Dispute.
Please allow up to 10 business days to validate the disputed information.

Managing your 1098-T’s
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Step 4: The Dispute Submitted window appears. Click | am Done if no more work is required, or click Back to
Tax Document Information if you wish to view more information about your tax documents.

Dispute Submihi;d ,

This site uses Pop-up windows for printing your tax documents. Please be sure to turn off your Pop-up blocker for this site. To turn off your Pop-up blocker, visit the Tools or Settings
menu for your specific browser.

Thank you.
Your Dispute Has Been Submitted.
Please allow up to 10 business days to validate the disputed information.

m Back to Tax Document Information

11.0 Student Website: Access Prior Year’s Tax Forms

Students are able to access their prior year’'s tax forms online by creating a profile on our website that
links their ECSI Account to their web profile.
From https://heartland.ecsi.net, click the Sign In or Register button located at the top right of the screen.

A Ouestions or Comments About the Beta? Chat with Us or call 844 8656544 ‘ Sign In or Register - .
I Ieartland Products & Services Help Center

Heartland ECSI is dedicated to being the trusted partner of colleges and universities by delivering
the best possible service and technology. Learn more about our products below.

PRODUCTS FOR
Students & Borrowers

@m® ® ® O

Student Loan Accounts  Tuition Payment Plan Tax Statements Refund Accounts
View your loan balances, View your payment plan View your tax statements, Update your delivery
make payments, balances, make sign up for electronic preference,
manage your account, payments, manage your delivery, view your refund status,
and more. account, and more. and more. and more.
Learn more » Learn more » Learn more » Learn more »
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The Sign In or Register screen allows the student to either Sign In To An Existing Profile or Register
And Create A New Profile.

A Ouestions or Comments About the Beta? Chat with Us or call 844.865.6544 Sign In or Register -»>

Heartland Products & Services Help Center
ECSI

Sign In or Registe
Sign in or create a profile to view all of your

Heartland ECSI accounts together.

Sign In Register

TO AN EXISTING PROFILE AND CREATE A NEW PROFILE

The user name is required

Your name is required.

The password is required.

The password is required.

Cancel | Confirm Password

The passwords do not match.

Cancel
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Step 1:

Register a Profile

Create a unigue Username and Password. Usernames need to be a minimum of 6
characters and a maximum of 50 characters. Passwords need to be 8 characters that

include one digit and one special character (*&!@). Once all the fields are populated on
this screen, click the Continue button.

Register

AND CREATE A NEW PROFILE
Username
Passward

Confirm Password

|

Notes: The Username should not have any spaces in the name. Usernames cannot be

duplicated in Easypath. If a username already exists, Easypath displays the following
message:

It appears the username you provided belongs to an existing profile. Please
either enter a different username or if this is your username, proceed to
Sign In.

Managing your 1098-T’s
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Step 2:

On the Contact screen, the student will need to enter his/her First Name, Last Name,
Date of Birth, Phone Number, Phone Number Type, Email Address, and Confirm
Email Address. Once this screen is completed, click the Continue button.

Fill in the form to create your profile to view all
your Heartland ECSI accounts together.

o .24 : ¢

Profile Contact Address Security

Back |m

N—_

Note: Email addresses on Easypath can only belong to one user profile at a time. In
the event that an email address already belongs to a profile, the following message
appears:

It appears the email address you provided belongs to an
existing profile. Would you like to retrieve this username?
Click here.

Managing your 1098-T’s
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Step 3:

The Address screen appears asking the student to complete the Country (the system
defaults to the United States; click on the drop down arrow to change the Country),
Street Address, City, Select a state, and Zip Code. Click the Continue button to
move to the next screen.

Fill in the form to create your profile to view all
your Heartland ECSI accounts together.

© © © :

Profile Contact Address Security

United States v

Select a state v

Back Continue

Managing your 1098-T’s
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Step 4:

On this screen, students will setup and answer three security questions. Click the drop
down arrow next to Security Question 1; select a security question, type in the
answer in the Security Answer 1 field. Answers must be at least four characters.
Repeat the process for Security Question 2, Security Answer 2, Security Question
3, and Security Answer 3. To move to the next screen, click Sign In & Accept.

Fill in the form to create your profile to view all
your Heartland ECSI accounts together.

Profile Contact Address Security

A
Security Question 1

hd
Security Question 2

A

Security Question 3

Back Sign In & Accept

By signing in to your Heartland ECSI profile, you
acknowledge that you have read, understand, and agree
to the Terms and Conditions and Privacy Policy.

Managing your 1098-T’s
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Step 5:

The Register screen appears.

Register

Connect your existing Heartland accounts to
your profile. If you don’t know your Heartland
key, search using the fields below.

Connect An Account Search for Heartland Key

ENTER YOUR HEARTLAND KEY BELOW TO IF YOU DO NOT KNOW YOUR HEARTLAND KEY,
CONNECT AN ACCOUNT YOU CAN SEARCH FOR IT BELOW

Account Number
Connect |

PIN/Password

Search

Step 6:

Enter the Heartland Key in the blank field located under Connect An Account. Click the
Connect button to continue.

Connect An Account

ENTER YOUR HEARTLAND KEY BELOW TO
CONNECT AN ACCOUNT

Connect

Managing your 1098-T’s
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Signing in with a Username and Password

Step 1. From the Sign In or Register page, the student enters their registered Username and
Password and selects Continue.

Sign In or Register

Sign in or create a profilg

acco

Sign In

TO AN EXISTING PROFILE

ExampleUsername

Cancel | @

Step 2. One of the three security questions will appear on the Answer your security question
below to sign in screen. Enter the Answer in the blank field, and click the Continue.

Answer your security guestion below to sign in.

What was your childhood nickname?

Security Answer

= |
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12.0 Your School Accounts (Home)

The Your School Accounts homepage opens each time a student logs into their profile. At a glance, this
screen provides an overview to the accounts that are connected to a student’s profile, and allows the

student the option to Connect an Account.

Located in the middle of the page are tiles that show the accounts that are linked to a student’s profile.
Using the links at the top of the page, students have the option of viewing and changing their profile

information.

= 7 -
Save Perkins Now » I
s, S8 » e
Signthe Petton =Vl
e =4 |

Your School
Accounts

ECSI University Edinboro University

Pittsburgh, PA 15232 Edinboro, PA 16444

('$) Financil i Refuncz (M) Stucent Loans & Receivevies

Chatham University
Pitsburgh, PA 15232

(M) Stueent Losn: & Recermbies Doe dog!

= View All Accounts

Connect An Account

Connect anotner schoet or prodct ta yoar profile

+

Note: The middle of the screen appears blank until the student has linked an account to a profile. Until an
account is linked, the screen only shows the Create an Account tile.
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12.1 Manage Profile
The Manage Profile screen allows the student to update General Information, or view Connected

Accounts. Using this screen, demographic information, security questions and answers, and the
student’s password can all be updated at the account holder’s discretion.

Manage Profile

Step 1: | In the upper right hand corner of the screen, click the drop down arrow next to the username.

£ Duestions or Comments About the Beta? Chat with Us or call 8448556544 ‘ A kellycrawford v ,
—————
Heartland .
ECSI

Step 2: | From the drop down, click Manage Profile.

& kellycrawford A&

Manage Profile | Sign Dut

Step 3: | This Manage Profile screen opens on the General Information tab.

Heartland
ECSI

J] i

Manage Profile \

Update the information associated with your profile.

General Information ‘ Connected Accounts

v
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Step 4: Update Profile Information such as Contact Information, Email Address, Mailing
Address, and Security Questions.
CONTACT INFORMATION
Phone Numbers v T};;TE
+ Add Phone Number]|
Email Addresses i o
+ Add Email Addresses|
Mailing Address
g fdd i United States v
nghird Lane
inch
3; Ansylvan -
16106
+ Add Address|
SECURITY QUESTIONS
Security Question 1
What school did you attend for sixth grade? e
Step 5: Once the updates are made, click Save & Update button located at the bottom of the
page.
Cancel | Save & Update

Managing your 1098-T’s
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Step 6: To view or manage Connected Accounts, click the Connected Accounts tab.
Update the information associated with your profile.
General Information Connected Accounts
CONNECTED ACCOUNTS
Chatham University - Loan Payment 5) Tax Statements & Information
. - “S0015-430AFC7BGE% X
(&) Student Loans & Receivabl
= " oo ercoBraceBA v
Greensboro College - (m) Student Loans & Receivables 3
- 00120-6503FFIBC76C x
Connect New Account >
Step 7: This screen allows the user to view a list of Connected Accounts, remove accounts by
clicking on the red x, and add new accounts using the Connect New Account link.
Beneral Information Connected Accounts
CONNECTED ACCOUNTS
Chatham University - Loan Payment -E; Tax Statements & Information
00013-A30EAFB7B064
(®) Student Loans & Receivables
B (0B013-6FCOBF3CEBA
Greenshoro College - (®) Student Loans & Receivables
£ = IJJ‘ZCI—ESB}'FEE-C’EC =
Connect New Account »>
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12.2  Primary Navigation Bar

This primary navigation bar is located at the top of the screen, and appears when the student is logged
into the system.

Heartland Home Schools Help Center
ECSI

Home
Allows the user to navigate back to the homepage.

Heartland Home Schools Help Center

ECSI

Schools
The Schools link has a dropdown menu that allows the student to view a list of current schools that are
linked to a profile. Also allows the student to Add an Account.

Heartland Home Schools Help Center
ECSI

ECS| University Edinboro University Chatham University Add An Account

Help Center
The Help Center link has a dropdown menu that allows the student to view the following topics: Getting
Started, Accounts & Settings, FAQs and Contact Us.

Hea rtl a n d Home Schools Help Center
ECSI

Getting Started  Accounts & Settings  FAQs  Contact Us
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By clicking on the Getting Started link, the student is directed to the Help Center screen. This screen
reviews how to Create a Profile, Sign In to Your Profile, Retrieve Your Username or Password,
Connect an Account, and answers the question What is My Heartland Key?

Home Products & Services Help Center

Y = L
Lo A
o . b
Getting Started ‘ Account & Settings \ FADs \ Contact Us
v

Creating a profile and connecting an account

Creating a Profile

5

To access your accounts with EasyPath, you'll need to create an online profile. To create a profile, click the Register Now li
below.

Register Now

During the registration process, you t a username and password, provide some contact information and set up
security questions. Once you're registered, you'll be able to connect multiple Heartland ECSI accounts to your profile

WHY CREATE A PROFILE?

(¥ Connectyour He:

payment informatior

ECSI accounts to view account information,

E,/ Update your account preferences and settings.
(@ Make a one-time or recurring payment

The tabs located under the Help Center screen heading, allows the student to move to each section of
the Help Screen.

Products & Services

Help Center 0% 4.
e |

Getting Started | Account & Settings | FAOs | Contact Us

\/

The Account & Settings tab lists information about Changing Your Preferences and Settings,
including how to Update Your General Profile Information, Remove a Connected Account, and
Update an Accounts Information.

The FAQs tab answers frequently asked questions, and the Contact Us tab allows the student to Chat
with Us Now via a live chat session, and Speak with Us via a phone call.

Managing your 1098-T’s Version #: 3.1 DMM/EV Effective Date: 10/2020
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12.3 Con

nect an Account

Adding an Account WITH a Heartland Key

Step 1: From the Your School Accounts screen, click the red plus sign located under the
Connect an Account box.
Connect An Account
Connect another school or product to your profile
Step 2: | The Register screen appears.

Register

Connect your existing Heartland accounts to
your profile. If you don’t know your Heartland
key, search using the fields below.

Connect An Account Search for Heartland Key
ENTER YOUR HEARTLAND KEY BELOW TO IF YOU DO NOT KNOW YOUR HEARTLAND KEY,
CONNECT AN ACCOUNT 'YOU CAN SEARCH FOR IT BELOW

Account Number
Connect

PIN/Password

Search

Managing your 1098-T’s
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Step 3:

Enter the Heartland Key in the blank field located under Connect An Account. Click the
Connect button to continue.

Connect An Account

ENTER YOUR HEARTLAND KEY BELOW TO
CONMECT AN ACCOUNT

>

e —

Connect |

Adding an Account WITHOUT a Heartland Key

If the student does not know their Heartland Key, then the School Code, Account
Number and PIN/Password can be entered to perform a search of the system. Once that
information is entered, click the Search button.

Search for Heartland Key

IF YOU DO NOT KNOW YOUR HEARTLAND KEY,
YOU CAN SEARCH FOR IT BELOW

The account number is required.

The PIN/Password is required.

Search |

Managing your 1098-T’s
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Step 2:

The search result appears in the Connect an Account box. Click the Connect button to
move to the next screen.

Connect your existing Heartland accounts to
your profile. If you don't know your Heartland
key, search using the fields below.

Connect An Account Search for Heartland Key
ENTER YOUR HEARTLAND KEY BELOW TO IF YOU DO NOT KNOW YOUR HEARTLAND KEY,
CONNECT AN ACCOUNT YOU CAN SEARCH FOR IT BELOW

School Code

00013-A30EAFO7B064 School Code

m ot
Account b noe:

Search

Note: The following message appears if the system is unable to locate the Heartland Key.

Connect your existing Heartland accounts to
your profile. If you don't know your Heartland
key, search using the fields below.

Connect An Account Search for Heartland Key
ENTER YOUR HEARTLAND KEY BELOW TO IF YOU DO NOT KNOW YOUR HEARTLAND KEY,
CONNECT AN ACCOUNT ¥OU GAN SEARCH FOR IT BELOW
School Code
Heartland Key ACO1

Account Number

Connect | 002786  XXK- XX XXXX

PIN/Password

The credentials that you have supplied do not
match our records. Please re-enter your
information or contact the Customer Support
team at 844.865.6544.
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12.4 Your Connected Accounts

After the student clicks on the Connect button, the Your School Accounts screen appears. The Your
Connected Accounts section will contain image tiles representing each school the student has
connected to their profile. The student must click on an account tile to view their tax information.

Heartland

ECSI

Your School

Accounts

ECSI University Edinboro University
Pittsburgh, PA 15232 Edinboro, PA 16444
(§) Financial Aid Refunds (M) Student Loans &Receivables

+ View All Accounts

Chatham University

Pittsburgh, PA 15232

(1) StudentLoans &Receivables Due Aug!

+ View All Accounts
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13.0 Viewing Tax Documents and Information

Students need to connect their tax information using the Connect button. The Your Connected
Accounts section will contain image tiles representing the student’s college or university representing his
or her tax information. To view tax information, the student will click on the appropriate account tile.

Heartland ECSI University

Coraopolis, PA 15108

(B3) TaxDocuments & Information

The Tax Documents and Information window appears. Click on View Account to access the student’s
tax information.

Heartland ECSI University

Coraopolis, PA 15108

Your Connected Accounts

Tax Documents and Information
US Mail

Delivery Method

View Account

N—_

Update Delivery Method
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View Tax Information

Step 1: | The Account Overview screen displays the statement detail for the current reporting period
of the 1098-T.
Delivery Method
Tax Statements & Information
Q, Account Overview | ‘D History | & Contact Info

STATEMENT DETAIL FOR CURRENT REPORTING PERIOD View Statement »

1898-T STATEMENT Status: Delivered (US Mail) +

1898-E STATEMENT Status: (Not Available) +
Step 2: | Click on the plus sign next to the statement.

US Mail

Delivery Method

Tax Statements & Information

Q, Account Overview | ‘D History |

Update Delivery Method

& Contact Info

v

STATEMENT DETAIL FOR CURRENT REPORTING PERIOD

1098-T STATEMENT

1098-E STATEMENT

View Statement »

Status: Delivered (US Mail) +

Status: (Not Available) +
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Step 3: | The screen will drop down to reveal the 1098-T or 1098-E statement. All the boxes on the
1098-T or 1098-E are listed in this section of the screen.

Q  Account Overview

A

STATEMENT DETAIL FOR CURRENT REPORTING PERIOD

1098-T STATEMENT

Reporting Institution:

Status:

Box 1 (Payments"):

BoX 3 (‘Reporting
Method Changed"):

Box 5 (*scholarships &
Grants"):

Box 7 ("amounts for
Upcoming Term"):

BoX 9 ("Graduate

Student”);

ECSI Demo
University

N/A

$1,000.00

No

$0.00

No

No

D History & ContactInfo
View Statement »
Status: Delivered (US Mail) -
TaxYear 2018 Make a Change »

Select this option if you would like to update your SSN,
Name or Address listed on your tax form.

Delivery Address: 115 FEDERAL STREET,
PITTSBURGH, PA,
15112

Box2(chargesy:  $0.00 Create a Dispute »
Select this option if you disagree with informatian shown
n the boxes of your tax form.

Box4 (Priorvear  $0.00
Adjustments'J:

Box 6 ("Prior Year $0.00
Adjustments

(scholarships/grants)):

Box 8 ("Half-Time or No
Above):

BoX 10 {"Ins. Contract $0.00
Reimb./Refund"):

13.1  History Tab

The History tab is used to view prior year tax statements
Ts and 1098-Es.

Click the View Statement link.

View Statement History

. This screen will show the last 5 years of 1098-

Tax Statements & Information
Q  Account Overview D History ‘ & Contactlnfo
-

STATEMENT HISTORY T

Ta Year Statement Type

2019 1098-T View Statement »
2018 1098-T View Statement »
2017 1098-T View Statement »
2015 1098-T View Statement »
2014 1098-T View Statement »
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Step 2:

The tax statement opens in a separate window.

[FILERS name, sest address, city of 10w, siele of proviace, couniry, ZIP or 1 Payment received for qualined OME Mo, 1545157
|foreizn postal code, and telephons num Iruition and related sxpenses
[ECSI Demo University
100 Glebal View Dr 51.000.00 2 0 1 9 Tuition
[Warrendale PA 15086
I o 1008-T Statement
Contact: 412-788-3800
[ECSL: 866-428-1098
[FILEFR.'S faderal identification no. STUDENT'S taxpayer identification no. &3 C Dp\' B
999999999 k] ]] bt e
STUDENT'S name, street address, city, state, and ZIP code [+ Adjustments made for 2 ¢ Scholarzhips or srants This is important
[BILL MAZEROSKI [prees ea tax infonmanion
and is being
115 FEDERAL STREET furnished o the
_ Internal Revame
PITTSBURGH PA 15112 T T e T o JJmamal Bavanse
scholarships or grants mbox 1 or Iincludes must be used to
for & prior vaar ampunts for an complets Form 8863
Icadaruc period o claim aducarion
bezinning January - [1] credits. Give It 1o the
March 2020 14X praparer or use T
Service Provider/Acct No. (zee instwr) 8 Checked if st least 9 Checked ifa 10 In:. commact reimb. Tefund prepars fhe ta renam.
111111 half-time sdant [1 eraduate stdent []
Form 1098-T (keep for your records)  www.irs.gov/ 10938t Department of the Treasury-Internal Revenue Service
If you have any general questions. please visit http:/‘www.ecsinet'taxinfo htm] for information regarding your tax documents and to obtain contact
information for ECSL. If you have any questions regarding the financial information on your 1098-T, please contact your school directly.
Neither vour school nor ECST can answer tax guestions or provide tax advice, you must contact your tax professional.
Transaction History Tranzaction History
Trans Date Box#  Trans Description Trans Amt Trans Date Box#  Trans Description Trans Amt

Step 3: | The drop down arrow under Statement Period allows the student to sort by 1098-Ts, 1098-

E, or Archived (All).

STATEMENT HISTORY Statement Period
Archived (All) v
Last 5 Years (All)
Towreer Statement Type Last 5 Years (1098-T)
2015 1098-T Last 5 Years (1098-E)
Archived (All)
2014 1098-T View Statement »
2013 1098-T View Statement »
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13.2 Update Delivery Method

Students have several ways to update the delivery method of a 1098-T or 1098-E statement. The first

option is available under the Your Connected Accounts screen.

Heartland ECSI University

Coraopolis,

US Mail

Delivery Method

PA 15108

View Account

Your Connected Accounts

@ Tax Documents and Information

Update Delivery Method
_—

Additional options are available to the student once they access their account page after clicking View

Account.

Delivery Header.

Update Delivery Method

Step 1: | Click the Contact Info tab, and click the Change button under the Manage Statement

US Mail

Delivery Method

Q. Account Overview

. Tax Statements & Information ¢

D History

é Update Delivery Method |

2 ContactInfo

HEARTLAND KEY

01445-2ECF3AFB00O25

MANAGE STATEMENT DELIVERY

US Mail

o

v

Note: A student’s statement delivery method can also be updated by selecting the Update
Delivery Method button in the top right corner of web page.
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Step 2: | A pop-up window opens with the default of Deliver mailed statement to the address
supplied by your school selected.
X
@ Deliver mailed statement to the address supplied by your school
Deliver electronic statement to: N/A
Step 3: | Click on the Deliver electronic statement to: N/A to receive an electronic statement that will

be emailed to the student, and click Update.

Deliver mailed statement to the address supplied by your school

Deliver electronic statement to:

Update

Managing your 1098-T’s
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14.0 Security Questions & Password Reset

Easypath provides the functionality for the student to reset their security questions and answers if they
have trouble accessing their account online. If the student is able to login to their web account, security
guestions and answers can be updated by selecting Manage Profile link below the student’s username.

- honuswagner

‘ Manage Profile 1 Sign Dut

Resetting Security Questions & Answers

Enter the Username and Password. Click Continue.

Sign In

TO AN EXISTING PROFILE
Username

Password

C— ) I

Step 2: On the Sign in or Register screen, click on the link located under the Cancel button.

Sign In or Registe

M

Answer your security question below to sign in.

In what city did you meet your spouse/significant
other?

Cancel
Don’t Remember the Answers to Your,
Security Questions? Click Here
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Step 3: Confirm Your ldentity by entering the Date of Birth, Phone Number and Zip Code associated with
the student’s profile. Once the fields are completed, the Continue button will appear. Click the Continue
button.

Heartland S
ECSI

Confirm Your Id

To continue with the password reset process, please enter your profile information.

Cancel

To continue with the password reset process, please enter your profile information.

Date of Birth
09/01/2016

Phone Numbe:
(555)-555-5555

_—

Zip Code

15106
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Step 4:

The Reset Your Security Questions screen allows the student to reset three security questions and
provide new answers. Answers must be at least four characters. Click the drop down arrow next to
Security Question 1; select a security question, type in the answer in the Security Answer 1 field.
Repeat the process for Security Question 2, Security Answer 2, Security Question 3, and Security
Answer 3. To move to the next screen, click Continue.

You must select new security questions before proceeding.

Select Your New Security Questions

REMINDER. As part of the login process, you will need
to answer one of your selected security questions.
Please be sure to enter information you will
remember so that you can easily access your account
in the future,

Security Question 1

Security Question 2

Security Question 3 -

N——
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Step 5:

A Success message will appear once the student has completed the process. The student will need to
Sign In using their updated information.

Success! Your security questions have been reset.

For security purpose , you must sign into your
account using your new security questions
Success message

appears Sign In

TO AN EXISTING PROFILE

Cancel |
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141 Resetting a Password & Security Questions

The following process is used to reset a Password and Security Questions at the same time.

Password Reset

Step 1: | Click Reset it here link on the Sign in or Register screen.

Sign In or Regis

|wet

Sign in or create a profile to view all of your
Heartland ECSI accounts together.

Sign In Register

TO AN EXISTING PROFILE AND CREATE A NEW PROFILE

Cancel |

Forgot your username or password? Reset it here »
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Step 2: | Click the radio button next to | don’t know my password, enter the Email Address associated with the
user’s profile, and click Submit.
Having trouble signing in? Enter the email address
associated with your profile and select continue.
[ ] I don't know my password
I don't know my username
Submit
Step 3: | An email will be sent from NoReply Easypath that requests the student click on the Reset Password

button.

From:
To:

© I there are

problems with how this message is displayed, click here to view it in

NoReply Easypath
B crawford, Kelly

aweb browser,

(=
Subject: Fargotten Password

HELP US HELP YOU Heartland

- B

Hello, Atticus!

Your secret is safe with us. Click on the link below to reset your password

RESET PASSWORD

Heartl.':llE'lccszlI

EasyPath Support
support@ecsi.net

Heartland Campus Solutions EC'SI
100 Global View Dr., Suite 800, Warrendale, PA 15086
http./iwww.heartlandecsi.com

information and is intended only for the use of the intended
fon, copying or the taking of any action in reiance on the information
nte=d 10 he =rror fres 25 they can he intermented_amended_or contain

This -mail message may contain
recipient(s). Any unauthorized diseos
T e
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Step 4: | A web browser will open to the Confirm Your Identity screen. If the student does not know the answer
to the security question, click the Click Here link to reset the password and the security questions.

Tl =
Confirm Your I#ﬁf#y ‘l
- 4

[l

To complete the password reset process,
answer your security questions below.

What school did you attend for sixth grade?

What was your childhood nickname?

Cancel

Don’t Remember the Answers to Your
Security Questions? Click Here

Step 5: | Enter the Date of Birth, Phone Number, and Zip Code associated with the user’s profile. Once the
fields are completed, the Continue button will appear. Click the Continue button.

To continue with the password reset process, please enter your profile information.

Date of Birth
09/01/2016

Phone Number

(555)-555-5555

Zip Code

15106

Eancel m
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Step 6: | A Verification Code email will be sent to the student.

HELP US HELP YOU Heartland

Hello, Atticus!
Below is the Verification Code to reset Security Questions and Password
DEZM
Have Closed Browser? Click Here to continue with reset your password and
security question process

Step 7: | Enter the Username and Verification Code.

should check your spam/junk emalfoer.

To proceed, enter your username and the verfication code.

Thank you. For additional security purposes, a verification code has been delivered to the email
addressfisted in your profile. If you do ot see the verification code emalin your inbox, you
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Step 8: | Enter Your New Password and Select Your New Security Questions.
Enter Your New Password
Select Your New Security Questions
REMINDES
Step 9: | On the next screen, a Success message will appear and allow the student to Sign in using their

updated account credentials.

@ Success! Your password and security questions have been reset

Your password and security questions have
been reset. To access your account,please login
using your username, new password, and new

security question.

Signln

TOAN EXISTING PROFILE

Cancel
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142 Resetting a Password

The following process is used to reset a password for a student’s profile online.

Resetting a Password

Step 1: | Click Reset it here link on the Sign in or Register screen.

Sign In or Registe

Sign in or create a profile to view all of your
Heartland ECSI accounts together.

Sign In Register

TO AN EXISTING PROFILE AND CREATE ANEW PROFILE

Cancel |
Cancel |

Forgot your username or password? Reset it here »
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Step 2: | Click the radio button next to | don’t know my password, enter the Email Address associated with the
user’s profile, and click Submit.
Having trouble signing in? Enter the email address
associated with your profile and select continue.
[ ] I don't know my password
I don't know my username
Submit
Step 3: | An email will be sent from NoReply Easypath that requests the student click on the Reset Password

button.

From:
To:

© I there are

problems with how this message is displayed, click here to view it in

NoReply Easypath
B crawford, Kelly

aweb browser,

(=
Subject: Fargotten Password

HELP US HELP YOU Heartland

- B

Hello, Atticus!

Your secret is safe with us. Click on the link below to reset your password

RESET PASSWORD

Heartl.':llE'lccszlI

EasyPath Support
support@ecsi.net

Heartland Campus Solutions EC'SI
100 Global View Dr., Suite 800, Warrendale, PA 15086
http./iwww.heartlandecsi.com

information and is intended only for the use of the intended
fon, copying or the taking of any action in reiance on the information
nte=d 10 he =rror fres 25 they can he intermented_amended_or contain

This -mail message may contain
recipient(s). Any unauthorized diseos
T e
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Step 4:

A web browser will open to the Confirm Your ldentity screen. The student will need to answer two
security questions in order for the Continue button to become active. Click Continue once both answers
have been provided.

To complete the password reset process,
answer your security questions below.

What school did you attend for sixth grade?

Security Answer

test

What was your childhood nickname?

Security Answer
test X

= =

Don’'t Remember the Answers to Your
Security Questions? Click Here

Step 5:

Enter the Date of Birth, Phone Number, and Zip Code associated with the user’s profile. Once the
fields are completed, the Continue button will appear. Click the Continue button.

To continue with the password reset process, please enter your profile information.

Date of Birth
09/01/2016

Phaone Number

(555)-355-5555

Zip Code

15106
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Step 6:

A Verification Code email will be sent to the student.

HELP US HELP YOU Heartland

Hello, Atticus!

Below is the Verification Code to reset Security Questions and Password

DEZM

Have Closed Browser? Click Here to continue with reset your password and
security question process

Step 7:

Enter the Username and Verification Code provided in the email in the designated fields.

Thank you. For additional security purposes, a verification code has been delivered to the email
addressfisted in your profile. If you do ot see the verification code emalin your inbox, you
should check your spam/junk email folder.

To proceed, enter your username and the verfication code.
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Step 8: | Enter and confirm the new password in the fields Enter Your New Password and Confirm New
Password.

Enter Your New Password

Step 9: | On the next screen, a Success message will appear and allow the student to Sign in using their new
login credentials.

@ Success! Your password and security questions have been reset

Your password and security questions have
been reset. To access your account,please login
using your username, new password, and new

security question.

SignIn

TOAN EXISTING PROFILE

Cancel
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14.3 Username Reminder

The following process is used to retrieve a Username for a student’s profile online.

Username Reminder

Step 1: | Click Reset it here link on the Sign in or Register screen.

Sign In or Regislk

Sign in or create a profile to view all of your
Heartland ECSI accounts together.

Sign In Register

TO AN EXISTING PROFILE AND CREATE A NEW PROFILE

Cancel
Cancel |

Forgot your username or password? Reset it here »
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Step 2:

Click the radio button next to | don’t know my username, enter the Email Address associated with the
user’s profile, and click Submit.

Forgot Passwort

Having trouble signing in? Enter the email address
associated with your profile and select continue.

I don't know my password

@ | don't know my username

\_/
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Step 3: | An email will be sent with the student’s username from NoReply Easypath.

@ If there are problems with how this message is displayed, click here to view it in a web browser,

From: MNoReply Easypath
To: Crawford, Kelly

Co

Subject: Forgotten Username

HELP US HELP YOU Heartland

Hello, Atticus!

Don't worry, it could happen to anyone. Your username is AtticusFinch1

SIGN IN NOW

Heartlaacs:ll

EasyPath Support
SUQQDIT@ECSI.HET

Heartland Campus Solutions ECSI
100 Global View Dr., Suite 800, Warrendale, PA 15086
http:www heartlandecsi.com

This e-mail message may contain confidential or legally privieged information and is intended only for the use of the intended
Ay t2ed disclosure, dissemination, distribution, copying or the taking of any action in reliance on the information

herein is_nmhihited_F-mails at= not secure and cannot be ausrantesd o bhe smor free a5 they can be intercented_smended_or contain
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