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FAD Manual
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There are 5 Sections in the FAD 
Report Manual:
1. Overview
2. File Layout
3. Instructions 
4. Generated Reports and 

Notifications
5. Appendices

FAD Manual Reminders
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FAD Process – Cycle Three
Upload

File

Resolve Errors

Reconcile 
Programs

Submit 
Overrides

Certify
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FAD Reporting Deadline – Cycle 3

Cycle First Day Deadline Submission Requirements

Third Sep. 28, 2020 Dec.11, 2020 Reconcile state program totals and 
certify data

2019-20 (FY 2020) Deadline
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Generated Reports
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Generated Reports in MOVEit

• FAD001 Edit Report 
• Edit Summary
• Error Report
• Warning/Questionable

• Program Comparison
• Unmatched SSN Report 

(cycle 3 only)
• Reconciliation Report
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FAD001:
Edit Summary
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FAD001:
Error Report

This section provides a student-by-student listing of all Data Records 
with errors. The listing includes:

• Item # • File Value
• Data Element Name • Total Number of Errors 
• Edit Message Found
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FAD001: 
Warning/Questionable

This section provides a student-by-student listing of all Data Records 
with Warning/Questionable values found. The listing includes:

• Item # • File Value
• Data Element Name • Total Number of Errors 
• Edit Message Found
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Program Comparison Report

• This report compares 
data from cycle year to
cycle year.

• For example, totals 
listed in 2020 cycle 3 
will be compared to 
totals in 2019 cycle 3 
for each line item.
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Reconciliation Process
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Reconciling State Aid Programs

Funds requested by Aug. 1 through the online 
Grant Payment Portal
• Tuition Equalization Grant (TEG)

• Texas Educational Opportunity Grant (TEOG)

• Toward EXcellence, Access, and Success (TEXAS) Grant

Funds requested by Aug. 1 using the funds 
request forms
• Educational Aide Exemption (EAE)

• Bilingual Education Scholarship  

THECB program totals are derived from:

Funds disbursed as of Aug. 31
• B-On-Time (BOT)
• College Access Loan (CAL)
• Texas Armed Services Scholarship (TASSP)

Allocation disbursed minus refunds as of Aug. 31
• Texas College Work-Study (TCWS)

Totals from Financial Report due Sept. 5 
• Work-Study Student Mentorship Program   
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Step 1:
Review 
Edit Summary

Verify if any reconciliation issues 
have been identified in the Edit 
Summary on the FAD001.

• Under the Edit summary, the 
total number of unreconciled 
programs can be found.

• If the number listed is greater   
than 0, proceed to step 2. 
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Step 2: 
Review the 
Reconciliation Report

• State financial aid program totals 
reported in the file that do not 
reconcile with THECB totals will 
list*Reconcile in the last column 
of the report.

• If the institution amount reported 
is incorrect, update and resubmit 
the FAD file.

• If the THECB amount reported is 
incorrect, then proceed to step 3.
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Step 3: 
Reconciliation Form

Submit a FAD Reconciliation Form for 
each program flagged *Reconcile on the 
Reconciliation Report.  
• Enter the adjustment being made to 

student count or disbursed amount. 
• Provide an explanation for the 

reason(s) data is being changed. 
• If a refund is required, submit a Return 

of Funds Form, then proceed to step 4. 

FAD Reconciliation Updates will be 
processed after funds are received. 
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Grant Reconciliation
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Increasing Grant Student Count

20

0

5

November 10, 2020

Only enter the 
amount of 
students being 
added to the total 
count.



Reducing Student Count or Amount
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5,000

2

Student are ineligible and funds could not 
be awarded to other students.

The funds must be 
received by the 
THECB in order to 
reconcile.



Grant Program Reconciliation Form
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• Program: Mark the applicable program box.

• Student count: Enter the difference between the total count derived by the THECB and the total student 
count in the institution’s FAD file.

• Amount: Enter the difference between the total amount derived by the THECB and the total amount 
disbursed in the institution’s FAD file.

• Explanation: Describe the reason for the applicable program difference.
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Loan and Scholarship Reconciliation
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Student Loan Details Spreadsheet
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Student Loan Details Spreadsheet
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Loan Reconciliation Process
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• Program: Mark the applicable program box.
• Student count: Enter the difference between the total count derived by the THECB and the total student 

count in the institution’s FAD file.
• Amount: Enter the difference between the total amount derived by the THECB and the total amount 

disbursed in the institution’s FAD file.
• Explanation: Describe the reason for the applicable program difference.



Step 4: 
Resubmit FAD file

Resubmit the FAD report when a
Reconciliation Update notification is 
received.  
• Once the FAD file is resubmitted, the 

errors showing on the Edit Report 
will be removed.

• An error-free notification will be sent 
to validate/certify the FAD report.

Remember, you must resubmit 
your file in order for the errors to 
be removed from your edit report. 

. 
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Exception Codes

The FAD Report currently lists a total 
of 17 Exception Codes that can be 
used during all reporting cycles to 
explain discrepancies or editing errors 
which could occur on valid data.

All records with Exception Code 11
will be corrected through the override 
process after all other errors are 
corrected and program total are 
reconciled. 
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Overriding FAD Edit Report Errors
Override request are approved on a 
case-by-case basis for errors that 
cannot be cleared by an exception 
code, justification, or hardship.

Override requests must be 
submitted via email to 
FADB@highered.texas.gov. 

Overrides will not be processed 
until all other errors are 

resolved.
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Validation Process
A Validation/Certification Notification is 
automatically sent to the institution’s 
designated email address after a FAD report 
file is processed and no errors are found. This 
notification includes a link to CBPASS, where 
the institution’s designated official can login 
and Validate/Certify the reporting cycle data. 
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Contact Us
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FAD and Reconciliation 
questions:
FADB@highered.texas.gov

General eligibility or access 
questions:
CONTACT US
(Select “Financial Aid Question” as the Contact Reason)

The FAS institutional phone 
line is now available. 
CALL: (844) 792-2640 

C
O
N
T
A
C
T

U
S
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Contact Information and Feedback

Email: leah.smalley@highered.texas.gov

Webcast Survey: https://www.surveymonkey.com/r/58YRM92

Contact Us: https://www1.highered.texas.gov/Apps/CRAFT/Home/Create
(Select “Financial Aid Question” as the Contact Reason.)
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Questions?
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