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FAD Overview
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Purpose
The purpose of the Financial Aid Database (FAD) Report is to collect data 
used by the THECB to produce an annual statewide Financial Aid Report that 
helps in:
• determining state aid program allocations
• conducting compliance monitoring and
• generating statewide and institutional reports
The FAD Report provides the state with a means of measuring and analyzing 
the funding resources available to students attending public and 
private/independent institutions of higher education in Texas.
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Reporting Cycles
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Validating vs Certifying Data
Validate The process of checking data for accuracy, 

consistency, and completeness.

• Ensuring data meets criteria, such as:
• Format
• Range checks
• Logical relationships
• Suitable for its intended use and free from 

errors or inconsistencies.
• Common methods of data validation 

include automated checks, manual 
reviews, and comparing data against 
known standards or benchmarks.

Certify Formally attesting to the accuracy and reliability 
of data.

• Includes:
• A comprehensive review and verification of 

all data
• validating the source of the data
• ensuring adherence to relevant standards 

and regulations
• verifying the integrity of the data 

collection and processing methods, 
including reconciling funding.

• Once certified, the data will be used in 
critical decision-making processes.
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Pop Quiz #1: Reporting Dates

A) Oct. 9

B) Nov. 20

C) Nov. 18

When is the deadline for 
institutions to certify a FADs 
file?
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A) Oct. 9

B) Nov. 20

C) Nov. 18

Pop Quiz #1: Reporting Dates

When is the deadline for 
institutions to certify a FADs 
file?

Answer:
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Reporting 
Essentials
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Resource Materials
Manual: 
The FAD report manual for FY 2024 (2023-24) is 
available and posted on the SFAP information webpage 
under Program Resources.

Important: Discard any old copies of the manual. It is crucial 
to utilize the latest version to guarantee that all information 
submitted in the FAD Report is correct.

Training:
Navigating the Financial Aid Database Landscape 
Training held on June 6, 2024 is available and posted 
on the SFAP information webpage under Webcast 
Archives. 
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FAD Reporting Tool

The FAD Reporting Tool allows user to manipulate 
their FAD data in an easy to use excel file and to be 
able to export their data into the required fixed-
length text file.

To request email FADB@highered.texas.gov 
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File Submission
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How to Submit a FAD Report
Prepare a complete FAD report file.1

After logging into the Data Submission Portal, select 'Reports' from the 
main menu and click on 'Submit Report'. 

2

Click browse to select the appropriate a FAD 
file.

3

Click 'Upload File' to submit the selected file.4
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Common Errors with Data Formatting

• The header record must have a data length 
of 481 characters.

• Periods, hyphens and spaces are only 
accepted in name fields and should not be 
present in any other fields.

• No blank lines should follow the trailer 
record.
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Pop Quiz #2: Header Record Format

A) HY2K001234FAD00122024C048100150 B) HY2K001234FAD00132024C048100150

C) THECB001234FAD00132024C0481150

THECB University FICE 001234 is preparing their Cycle 3 FAD Report 
file containing 150 records. Which of the following header record 
formats should they use? 

Hint:

15



Pop Quiz #2: Header Record Format
THECB University FICE 001234 is preparing their Cycle 3 FAD Report 
file containing 150 records. Which of the following header record 
formats should they use? 

Answer:

A) HY2K001234FAD00122024C048100150 B) HY2K001234FAD00132024C048100150

C) THECB001234FAD00132024C0481150

Hint:
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Reports
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Accessing Reports
To access reports generated by a file submission, select Reports 
from the main menu and click on 'Submission Status'. 
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Accessing Reports

Use the filters in the 'Submission Status' section to locate the 
correct report. 
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Accessing Reports
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Highlights:
• Export button allows users to 

download reports in various formats. 
• Users can use the navigation 

buttons to move through the report. 



Program Comparison Report

The Program Comparison Report provides a 
summary of the demographic data from the file 
submitted and compares to the previous year’s 
totals. 
• Items with a percentage change that exceed 

the standard deviation will be marked as 
**REVIEW. 

• Institutions are required to verify the data 
marked for review to ensure accuracy. 

• Files with invalid totals will need to be 
corrected and resubmitted.

21



Unmatched Social Security Number 
Report (USSN)

The Unmatched SSN Report provides a listing of 
student Social Security Numbers (SSN)/Identification 
(ID) Numbers reported in the FAD file that were not 
found in the CBM database for Fall 2023, Spring 2024, 
and Summer 2024. 

This report does not identify any errors and should 
only be reviewed for accuracy. Only files with major 
discrepancies should be corrected and resubmitted.
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Edit Check Report

Edit Check Report (ECR)- Includes 
the following sections:

 Edit Summary
 Errors
 Warning/Questionable 

23



Edit Summary

The Edit Summary section of the report 
provides a listing of all data elements 
with the corresponding total number of 
Errors and Warning (questionable 
values) found in the file. In addition, it 
includes a breakdown of the total 
student records submitted. 
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Edit Summary

The Item number and item columns show the 
data element number and name.
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Edit Summary

The Questionable Values column shows the total 
number of  warnings found for the corresponding 
data element.

A file with only warnings (questionable values) 
should be reviewed for accuracy but will be 
accepted as error-free. 
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Edit Summary

The Error Values column shows the total number 
of errors found for the corresponding data 
element.

Files with errors will not be accepted. A corrected 
FAD file must be submitted.
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Error and Warning/Questionable

The Error and Warning / Questionable section provides a 
student-by-student listing of all Data Records with errors and 
warning/questionable values.

28



Common Data Element Errors

• Data element #33- Report a student's 
classification at the beginning of the 
student's academic year. 

• Data element #42- Enter the code that 
identifies the highest enrollment status 
during the student’s 2023-24 academic 
year. 

• Data Elements #99, #100, #101 – Report 
the total number of semester hours the 
student attempted for the applicable 
semester. The highest value reported on 
these fields must reflect the correct 
classification on Data Element #42.

Example: Sarah was enrolled at AB College in Fall 2023 as an 
undergraduate. She graduated and began her first semester as a 
graduate student in Spring 2024. 

Sarah should be reported as 1 (Undergraduate Student) for Data Element 33
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Common Data Element Errors

• Data element #33- Report a student's 
classification at the beginning of the 
student's academic year. 

• Data element #42- Enter the code that 
identifies the highest enrollment status 
during the student’s 2023-24 academic 
year. 

• Data Elements #99, #100, #101 – Report 
the total number of semester hours the 
student attempted for the applicable 
semester. The highest value reported on 
these fields must reflect the correct 
classification on Data Element #42.

Example: Marco was enrolled half-time in Fall 2023 
and full-time in Spring 2024.

Marco should be reported as 1-Full-Time.
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Common Data Element Errors

• Data element #33- Report a student's 
classification at the beginning of the 
student's academic year. 

• Data element #42- Enter the code that 
identifies the highest enrollment status 
during the student’s 2023-24 academic 
year. 

• Data Elements #99, #100, #101 – Report 
the total number of semester hours the 
student attempted for the applicable 
semester. The highest value reported on 
these fields must reflect the correct 
classification on Data Element #42.

Example: Student record for Sydney has the following:

Data Element #99: 7 SCH (Half-time)
Data Element #100: 14 SCH (Full-time)
Data Element #101: 6 SCH (Half-time)

Based on the data elements above, Sydney should be 
reported under Data Element #42 as 1 = Full-time.
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• Data Element #97- Selective service 
status must be reported for all students.

• Each student record must include the 
following new data elements: 

• Data Element 119- Texas Transfer 
Grant

• Data Element 120- Texas Leadership 
Scholars

• Data Element 121- Nursing Students 
Scholarship

Common Data Element Errors
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Pop Quiz #3: True or False

A) Clear his student record errors

B) Begin the reconciliation process

Larry submitted a file with 30 student record errors and 2 total 
unreconciled programs. Should he begin the process of reconciling his 
programs or clear his student record errors?

Which one should he do first?
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Pop Quiz #3: True or False

Answer:

A) Clear his student record errors

B) Begin the reconciliation process

Larry submitted a file with 30 student record errors and 2 total 
unreconciled programs. Should he begin the process of reconciling his 
programs or clear his student record errors?

Which one should he do first?
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Reconciliation
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“Financial reconciliation is the 
bridge between chaos and 

clarity, ensuring every dollar 
is accounted for and every 

discrepancy resolved...”
-Unknown
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Overview
What is program reconciliation?

Program reconciliation is a fundamental process 
that compares program totals between THECB 
and institutions. 

Is it required?

Yes, reconciling programs is required when 
student count and encumbered funds reported 
by the institution do not match with THECB’s. 

When can institutions reconcile programs?

Once a file has been processed, institutions can 
download their Reconciliation Report from the 
Data Submission Portal. This report will highlight 
program totals that require review. 
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Reconciliation 
Report
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Reconciliation Report Overview

The Item number column shows the data element for the 
corresponding program.
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Reconciliation Report Overview
Program totals reported by THECB and the institution are included in the report.
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Reconciliation Report Overview
The last column on the report is the reconciliation notification column. If a program needs to be 
reconciled, *Reconcile will show up in that program's row. 
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How to Reconcile 
Programs
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Possible Reconciliation Outcomes
Updates needed by Institution

If updates are needed on the institutions side, 
a complete FAD file must be resubmitted with 
the correct program totals.

Example:

AB College reported Texas College Work Study 
amounts of $50,000, while THECB reported 
$60,000. After a review, it was confirmed that 
AB College reported the incorrect amount, and 
an adjustment needs to be made to the 
student's record within the institution's FAD file

Updates needed by the THECB
If adjustments are needed by THECB, 
institutions can update program totals with 
the following forms: 

Grants and Special Programs

• FY 2024 FAD Reconciliation form

Loan Programs

• FY 2024 Student Loan Detail Report
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UPDATE Reconciliation Form

Added Programs: 
• Texas First 

Scholarship
• Texas Leadership 

Scholars
• Texas Transfer 

Grant
  

Removed programs:
• CAL
• FORWARD
• TASSP
• B.1.10 Grants

The following updates were made to 
the FY 2024 Reconciliation Form:
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Reconciliation Form

Forms missing institution name or FICE will be rejected.
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Reconciliation Form

To update student count and program 
amounts:

1. Enter the difference between the total 
derived by the THECB and the total in 
the institution’s FAD file.
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Reconciliation Form

To update student count and program 
amounts:

1. Enter the difference between the total 
derived by the THECB and the total in 
the institution’s FAD file.

2. Describe the reason for the applicable 
program difference.
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Reconciliation Form

To update student count and program 
amounts:

1. Enter the difference between the total 
derived by the THECB and the total in 
the institution’s FAD file.

2. Describe the reason for the applicable 
program difference.

3. Make necessary adjustments in the 
Grant and Aid Payment Portal (GAPP). 
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Pop Quiz #4: Program Amounts
AB College reported TEOG amounts of $500, while THECB reported $1000. After a 
review, it was confirmed that AB College reported the correct amount, and an adjustment 
needs to be made with THECB. How should AB College report these changes on the FADs 
reconciliation form?

C

B

A
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Pop Quiz #4: Program Amounts
AB College reported TEOG amounts of $500, while THECB reported $1000. After a 
review, it was confirmed that AB College reported the correct amount, and an adjustment 
needs to be made with THECB. How should AB College report these changes on the FADs 
reconciliation form?

C

B

A

Answer:
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Work-Study Student Mentorship 
Program (WSMP)
• Minimum WSMP Utilization:

• Institutions participating in both the Texas College Work-Study (TCWS) and Work-Study Student 
Mentorship Program (WSMP) must allocate at least 25% of their total funding to WSMP.

• WSMP must be reported on the Financial Aid Database System (FADS).

• Reconciliation Requirement:

• Work-Study Programs require institutions to perform a reconciliation of their allocations.
• Institutions must submit a reconciliation form to report any adjustments made to both the Student 

Count and the Amount for Texas College Work-Study and Work-Study Student Mentorship 
Program.

• Reporting Restrictions:

• Institutions should not report FY23 funds in the FY24 FADS file.
• Only FY24 funds should be reported in the FY24 FADS file to ensure accurate financial tracking.
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UPDATE Student Loan Detail Report

The Student Loan Detail Report provides a 
comprehensive record of all loans 
disbursed to an institution during a fiscal 
year.  

The report now features the Loan 
Reconciliation Form, which will 
automatically update program totals as 
you fill out the rest of the report.

If adjustments are needed with THECB, 
institutions can make changes directly to 
the program totals on this report.
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Student Loan Detail Report
The Student Loan Detail Report can be found in the MOVEit DMZ, 

under the FADS_Output folder for the institution.
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Student Loan Detail Report
The report contains five worksheets. 

Instructions: 
Worksheet 

outlining steps to 
complete the 

report. 
Read each step 

carefully.

CAL: 
Worksheet for 

reporting 
discrepancies in 
College Access 
Loan amounts. 

FORWARD: 
Worksheet for 

reporting 
discrepancies in 
FORWARD Loan 

amounts.

TASSP: 
Worksheet for 

reporting 
discrepancies in 
TASSP amounts.

Loan Reconciliation 
Form: 

Worksheet for 
requesting 

changes to program 
totals.
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Student Loan Detail Report

Review each student record provided by THECB.1
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Student Loan Detail Report

If the gross amount reported by THECB does not match an institutions 
records, record the correct amount under 'Amount Reported for Cycle 3' 
and provide an explanation for the difference under 'Explanation'. 

2

56



Student Loan Detail Report

The 'Amount to be refunded to THECB' column should only be completed if 
the institution determines a refund to THECB is needed.

3
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Student Loan Detail Report: 
Example

AB College is a header school. They reported CAL amounts of $17,700 while THECB 
reported $16,700. After a review, it was confirmed that loan amounts for two students 
have adjustments that need to be reported to THECB. 
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Student Loan Detail Report: 
Example

Adjustment 1: 
AB College received the following 
disbursements for student Joshua Bryan:
Summer 2023: $4,000
Fall 2023: $2,000
Spring 2024: $3,000
Total: $9,000
AB College found that THECB is not including 
Summer 2023’s disbursement of $4,000 into 
the gross amount disbursed to Joshua. 
Result: an adjustment is needed to increase 
Joshua’s Gross CAL amount to $9,000 with 
THECB.
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Student Loan Detail Report: 
Example

Adjustment 2: 
AB College received the following 
disbursements for student Jane Smith:
Summer 2023: $2, 000
Fall 2023: $5,000
Spring 2024: $3,000
Total: $10,000
Jane Smith had an over award of $3,000 in 
Spring 2024. Due to this, AB College canceled 
her Spring 2024 loan. 
Result: An adjustment is needed to decrease 
Jane’s Gross CAL amount to $7,000 with 
THECB. And a return of funds needs to be 
completed to return $3,000. 

60



Student Loan Detail Report: 
Example

Now that AB College has completed the necessary adjustments to the relevant worksheets of the 
Student Detail Report, the Loan Reconciliation Form will automatically populate the information needed 
to reconcile program totals.
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FAD Reconciliation Submission

Submit the completed Reconciliation Form 
and Student Loan Detail report (if needed) 
using the FAD Reconciliation Submission 
Form.
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Reconciliation Completed
After program totals have been updated on THECB’s side, the following confirmation email 
will be sent to the institution. 
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Certification
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Ready to Certify Email
A notification will be emailed notifying institutions their FAD file is ready to be certified. 
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Navigating to Certify a Report

1
Select 'Certification' from the main menu and click on 'Request to Certify'. 

2 Select the 'Request Certification' button in the 'Justification' 
column of the applicable report. 
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Justifications

Before an institution can certify a FAD file, any remaining errors will 
display. If the remaining errors are valid, a justification will need to be 
provided for each item.
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Justifications

Highlights:
• Users can upload supporting 

documentation for the justification 
process. 

• Other Justification textbox is 
provided if further comments are 
needed.

• Users can Save their progress and 
return to justify errors, if needed. 

68



Request to Certify

When all justifications are complete, 
click Request to Certify to be 
directed to the certification page.

In the certification page, enter the 
required information, check the 
confirmation box, and click on the 
submit button.
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Certification Approved Email
Certified files are automatically approved if no justifications are provided. Files with 
justifications will need to be reviewed and approved by THECB first. Once the certification 
request is approved, the institution will receive a confirmation email.
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Deadlines, 
Reminders, and 

Notifications
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Deadlines, Reminders, & Notifications
Deadlines​ To Submit

 FY 2026 Draft TASFA Feedback - 9/30
 User Access Institutional Roles Review 

& Survey – 10/4
 Initial FAD file for Cycle 3 – 10/9
 State Campus-Based Report – 10/18 

Reminders​
 Transform Thursday Webinar – Nursing 

Students Scholarship Program – 9/26
 THECB at 2024 TASFAA Conference 

10/9 – 10/11

Recent Notifications
 9/18/2024 Financial Aid Database (FAD) 2023-24 (FY 2024) Reporting Cycle 3 - Now Open
 09/12/2024 User Access Annual Review Process Memo
 09/11/2024 2025-26 Texas Application for State Financial Aid (TASFA) – DRAFT
 08/27/2024 State Financial Aid Updates, Reminders, and Resources Memo
 07/29/2024 Nursing Students Scholarship FY 2025 Fact Sheet Memo
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Stay Connected
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UPDATE Agency Website

Highlights:
• The navigation menu has been 

updated and expanded to help 
you find the information you 
need.

• Webpage designs are now 
simpler, making it easier to 
navigate and read.
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Student Financial Aid Programs Page
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Resources for major programs, applications, and processes now have their own 
dedicated webpages and are linked in the navigation menu.

Student Financial Aid Programs Page

Overview – SFAP main page that contains notices, Institutional Calendars, SFAP 
listserv Subscription request, State Financial Aid Training request , Financial Aid 
Advisory Committee information, and SFAP published memos. 

Dedicated program webpages have not changed but are now accessible through 
the navigation menu.
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Keep a line of communication open!

FAS Institutional Phone Line
o  (844) 792-2640

       Email
o FADB@highered.texas.gov 

All Phone Lines  
Hours of Operation: 

Mon-Fri
 8 AM to 5 PM

(Closed Daily from 12-1)
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Thank you!

We appreciate your feedback.
Please take a moment to 
complete our survey.
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