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Enroliment Status Verification for the Teacher Programs

An Overview of Program Administration

The Minority Teachers of lllinois (MTI) Scholarship Program, lllinois Special Education Teacher Tuition Waiver
(SETTW) Program, and Illinois Optometric Education Scholarship (IOESP) program Enrollment Status Verification
and the SETTW Tuition Waiver Conversion (TWC) functions are submitted through the GAP Access portal at
https://isacportal.isac.org. Each year, colleges are required to verify the enrollment statuses for recipients in the

programs with teaching requirements and practice agreements.

Steps to enter and submit Enrollment Status Verification and the SETTW Tuition Waiver Conversion (TWC) Form
in GAP Access.

1. GAP Access Program Privileges

All users need a valid GAP Access ID and password to access the system. ISAC relies on a designated Primary
Administrator (usually, the Financial Aid Director) at each institution to authorize users and provide them with the
appropriate level of access for each ISAC program.

User Login

Login

User ID

Password

Forgot Password? Forgot User ID?

Click here to register

*COMPUTER SYSTEM USAGE WARNING™

This is an llinois Student Assistance Commissicn (State of llincis) computer system, which may be
accessed and used only for official busine: authe = inel. Unauthorized access or use of
this computer system may subject violator: riminal, civil, a r administrative action.

All information on this computer system may be infercepted, n
and o authorized personnel for effisial purpases, including criminal investigations. Access ar use of this
computer system by any persan, constitutes consent to these terms.



https://isacportal.isac.org/

GAP Access Program Privileges

e Users will need Update Program Privileges for all applicable programs in order to complete the
enrollment status verification process.

Program Privileges
Program Name Privilege
) None
GA @ Update
O View
() None
ING @ Update
O View
) None
VG @ Update
) View
) None
MAP @ Update
O View
MTI
) None
SETTW @ Update
) View

Access and Navigation

e Once the user has logged into GAP Access, and has been provided with the appropriate privileges, the
MTI, IOESP and SETTW Enrollment StatusWerification functions can be accessed by selecting the MTI,
IOESP or SETTW from the GAP Access Progra

GAPACCESS .

Person Administration Programs

MTI

IOESP

SETTW




Minority Teachers of Illinois (MTI) Scholarship Program

2. Enrollment Status Verification

e From the program Home page Select the appropriate academic year from “Academic Year” drop-down
then click on “Enrollment Status Verification” tab.

School  Administration Programs

MTI

Home Student Certification Payment Reports File Extraction [En'u ment Status ‘.,"E'ificatiu"l]

Welcome to the Internet application for processing the Minority Teachers of llinois (MTI) Program.

To view the Student List for MTI recipients whose Enrollment Status must be verified, select the previous academic year (i.e., 2019-2020) from the drop-down menu.

Academic Year

2021-2022 | [View Student List

Student 55N

e Only students for whom ISAC records indicate previously received MTIl awards and may have been
enrolled during previous academic year with an “In School” status (sorted in alphabetical order)
will display.

MTI Enroliment Status Verification

Home Student Certification Payment Reports File Extraction Enrollment Status Verification

Entries displayed | 20

# CurentSSN LastMame  FirstName Middie Name Enroliment Status Effective Date

TR 1N SCHOOL ~ B

2 oo 1N SCHOOL ~ [

3 1N SCHOOL v £l

4w 1N SCHOOL v £
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13 oo IN SCHOOL ~ 5]
m m Print Roster




MTI Enrollment Status Verification

e [f astudentis no longer enrolled, select a different status from the drop-down box in the Enrollment

Status field.

MTI Enrollment Status Verification

Home Student Certification Payment Reports File Extraction Enrollment Status Verification
Entries displayed | 20
# Current 55N Last Name First MName Middle Name Enroliment Status Effective Date
o DROFFED FROGRAM - ENROLLED
GRAM —

CROFFED FROGRAM — NOT ENROLLED

1N SCHOOL
. LESS THAN HALF-TIVE ENROLLED
3 e R 1 m
FRp— | 1N SCHOOL ~ | i@
5 oo | mscrooL ~| &=
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ER— [ mscHooL v | =
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|

Print Roster

MTI Enrollment Status Verification

Home Student Certification Payment Reports File Extraction Enrollment Status Verification

Entries displayed | 20 w

# Current 55N Last Name First Name Middle Name Enroliment 5tatus Effective Date
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An Effective Date is required if the Enrollment Status is changed from an In-School status.
o Click on the calendaricon in the “Effective Date” field and select a date appropriate with the
Enroliment Status.
Each screen will need to be “saved” before navigating to another screen or submitting the data.
Select the <Reset> button to clear all the entry and begin again.

Select the <Save> button if the enroliment status verification MTI data is only partially completed. The
<Save> button allows the user to return to enter data later. A message will display next to the screen
title indicating that the data “Saved Successfully”.

Select the <Submit > button to transmit enrollment status verification MTI data. A message will display
prompting the user to verify the choice to Review Information or Submit Enroliment data.

o If <Review Information> is selected, the user may return to the Enrollment Status Verification
screen.

o If <Submit Enrollment> is selected, an error message may display at the top of the screen
identifying that required fields are missing information.

o Add any missing information and press <Save> and then the <Submit Enroliment> again.

o If <Close> is selected, the user will return to the Enrollment Status Verification screen.

Enrollment Status Verification
You have indicated youw are ready to submit the Enrellment Status Verification. You are emcouraged to

review all infermation en this page prior te continuing.
What would you like to do?

Review Information Submit Enrollment Close

School  Administiration Programs

MTI Enroliment Status Verification Submitted Date: 10/6/2021

Home Student Certification Payment Reporis File Extraction Enrollment Status Verification

Submitted Successfully!

* The date the Enrollment Status Verification was submitted will appear in the upper right-hand
corner of the screen.



lllinois Special Education Teacher Tuition Waiver (SETTW) Program

Only students for whom ISAC records indicate previously received SETTW awards and may have been enrolled

during previous academic years with an “In School” status (sorted in alphabetical order) will display.

The statuses that display for SETTW recipients are different than those for all other programs. See the
Enrollment Status Verification Codes chart.

An Effective Date is required if the Enrollment Status is changed from an In-School status. Click on the
calendar icon in the “Effective Date” field and select a date appropriate with the Enrollment Status.

*  An Effective Date is not required if the enrollment status is In-School or Cancelled — Not Used for SETTW.

*  Each screen will need to be “saved” before navigating to another screen or submitting the data.

* Thereason the recipient is no longer eligible for a waiver is the same reason reported as the enrollment

status.

SETTW Enroliment Status Verification

Home Certification Enrollment Status Verification

Entries displayed | 20

§ TWC Cusrenl 55N Lasl Mame Fargt Masme Middle Mase  Enrcliment Stalus ENectve Dale

= B Bl

SETTW Enrollment Status Verification: Submitted Submitted Date:10/22/2021

Home Certification Enrollment Status Verification

Submitted Successfully!

&

*  The date the Enrollment Status Verification was submitted will appear in the upper right-hand corner

of the screen




3. SETTW Tuition Waiver Conversion

e A Tuition Waiver Conversion (TWC) must be completed for all SETTW recipients who are no longer
enrolled. A TWC is not required if the enroliment status is In-School or Cancelled - Not Used for
SETTW.

e Click on theicon in the TWC field on the left side of the screen.

SETTW Enrollment Status Verificgifon

Home Cerification Enrollment S%tus Verification
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SETTW Tuition Waiver Conversion

School  Administration Programs

SETTW Enroliment Status Verification
Home Certification Enrollment Status Verification
Name:

Year Term School Tuition §

| VI ]| v |

| il v |

| V[ ]| v |

| v~ v |

| VI ]| v |

| V[ ]| v |

| V[ ]| v |

| v~ v |

| VI ]| v |

| i3l v |
Showing 1 - 10 out of 25 LHBEIEBRREE

e Select the year, term, college name and enter the tuition amount for each term (by academic year) that the
tuition and mandatory fees were waived.



School  Administration Programs

SETTW Enrollment Status Verification

Home Certification Enrollment Status Verification

Name:

Transferred School Code:

001778-UNIMERSITY OF ILLINQIS AT CHICAGD

001684-CHICAGO ETATE UNNERSITY

001674-EASTERM ILLIMNCIS UNNERSITY

001692-ILLINCIS STATE UNNERSITY

| P | | P | | 0D1780-WESTERN IL UNNWERSITY
001693-MORTHEASTERM IL UNNERSITY

001758-SOUTHERN IL UMY CARBONDALE

| hd | | hd | | 009333-U'NIVERSITY OF ILAT SPRINGFIELD

009145-G0VERNORS STATE UNNERSITY

| i | | i | | 001737-MORTHERM ILLINOIS UNNERSITY
001759-SOUTHERM ILLINGIS UNNERSITY EDVWARDSVILLE
| vI[ ]| f v]| |
| V[ ]| / v] | |
| V[ v / v] | |
| V[ ]| / V]| |
| vI[ ]| / V]| |
| v ] / v] | |
| v ] / v]| |

Showing 1 - 10 out of 25 M2 ) s

=1 /[ E2 =

If the enrollment status code is changed to Transferred, select the school the student “transferred to”
in the Transferred School Code drop down list.

If information was submitted on the previous year’s TWC for a student, the data is retained but cannot
be edited online by the college. If prior year information needs to be changed, the college needs to
contact School Services at ISAC.SchoolServices@illinois.gov.

Press the <Save> button. If a TWC is not completed, a message will display at the top of the screen.
Make the necessary changes and press the <Save> button again.

All data entry will be lost if the <Save> button is not pressed prior to closing the TWC screen.

Press the <Back> button to return to the Enrollment Status Verification screen.
Select the <Reset> button to clear the entry and begin again.
Select the <Save> button if the enrollment status verification and SETTW TWC data is only partially
completed.
e The <Save> button allows the user to return to enter data later. A message will display next to
the screen title indicating that the data “Saved Successfully”. 10
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4. Submit Enrollment Status Verification and SETTW TWC data to ISAC

e Select the <Submit > button to transmit enroliment status verification and SETTW TWC data. A
message will display prompting the user to verify the choice to Review Information or Submit
Enrollment data.

o If <Review Information> is selected, the user will return to the Enrollment Status Verification
screen.

o If <Submit Enrollment> is selected, an error message may display at the top of the screen
identifying that required fields are missing information.
Add any missing information and press <Save> and then the <Submit Enrollment> again.
An error message will display if a TWC is not completed for SETTW recipients who are no longer
In- School or Cancelled — Not Used.

o If<Close> is selected, the user will return to the Enrollment Status Verification screen

Enrollment Status Verification
You have indicated you are ready to submit the Enroliment Status Verfication. You are encouraged to

review all information on this page prior to continuing.

What would you like to do?

Review Information Submit Enroliment Close

e The date that data is submitted to ISAC will display next to the screen title in the upper right-hand
corner.
e Online revisions can be made to Enrollment Status Verification and SETTW TWC data only before it is
submitted.
e |f information needs to be changed after submission, the college needs to contact
School Services at ISAC.SchoolServices@illinois.gov.

* The message “No Data Available” will display if there are no enrollment statuses to verify for a program.
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Enrollment Status Verification Screen Fields

Field Field Type Definition Rule
Program Type Cannot be updated | The program name that applies to
the students listed
Current SSN Cannot be updated | Last four digits of Students SSN
Name Cannot be updated | Pre-populated from the
Application information. Last
Name, First Name and Middle
Initial
Enrollment Status | Updateable List of Enrollment Statuses that Select the

describe the change from an In-
School status. (The <Cancelled —
Not Used> Enrollment Status is
available in SETTW only.)

appropriate
enrollment status
from the drop-down
box. See enrollment
status types for all
programs in the chart
below.

Effective Date

Updateable from
calendar only

The date that the student is no
longer at an In-School enrollment
status. (e.g., graduation date)

Select the calendar

icon then choose the
date the enrollment
status type changed.

SETTW Tuition Waiver Conversion (TWC) Screen Fields

Field Field Type Definition Rule
Year Updateable / Drop Year the tuition was Select the year the
Down waived tuition was waived.
Term Updateable / Drop Term of the waived Select the term from
Down tuition. Semester the drop-down box
School =1 (Fall), 2
(Spring) and 3
(Summer)
School Updateable College where the Select the college from
SETTW was applied. the drop-down box
Tuition S Updateable/Numeric Tuition and mandatory | Enter an amount,
fees amount waived for | decimal points and
the term comma can be entered
but no special
characters.
Transfer Updateable College the student Select the college from
transferred to. the drop-down box

12



Enrollment Status Verification Codes

Program(s) Enroliment Status Effective Date
10ESP GRADUATED Required
MTI DROPPED PROGRAM ~ ENROLLED Required
GRADUATED Required
DROPPED PROGRAM - NOT ENROLLED Required
IN SCHOOL Not Required
LESS THAN HALF-TIME ENROLLED Required
SETTW IN SCHOOL Not Required
GRADUATED Required
DROPPED PROGRAM — ENROLLED Required
DROPPED PROGRAM - NOT ENROLLED Required
LEAVE OF ABSENCE — APPROVED Required
LEAVE OF ABSENCE EXPIRED ~ RE-ENROLLED IN Required
PROGRAM
LEAVE OF ABSENCE EXPIRED — NOT RE-ENROLLED IN ——
PROGRAM
LEAVE OF ABSENCE EXPIRED — NOT RETURNED TO Required
SCHOOL
LESS THAN HALF-TIME ENROLLED Required
Required - should not be
CANCELLED - NOT USED used for students that
recerved the warver in
prioe yeas(s)
TRANSFERRED Required
TUITION WAIVER EXPIRED —ENROLLED IN PROGRAM | Required
TUITION WAIVER EXPIRED — NOT ENROLLED IN Required
PROGRAM
NOT MAINTAINING SATISFACTORY ACADEMIC Required
PROGRESS
TUITION WAIVER USED AND CONSENTED TO RELEASE Saiind
WAIVER — STILL ENROLLED IN PROGRAM
TUITION WAIVER USED ~ NO LONGER SEEKING
INITIAL TEACHER CERTIFICATION IN SPECIAL Required

EDUCATION

13



