KINGSBOROUGH

COMMUNITY COLLESGE

* DREAMS BEGIN HERE *

Office of Financial Aid

A GUIDE TO YOUR FINANCIAL AID

INFORMATION IN CUNYfirst

Learn how to access, view, and manage the financial aid
information in your CUNYfirst Student Center:

LKL

VIEW YOUR TO DO LIST & COMPLETE THE
SUPPLEMENT FORM

VIEW YOUR FINANCIAL AID AWARDS & AC-
CEPT OR DECLINE YOUR FEDERAL WORK-
STUDY AWARD

VIEW YOUR PENDING FINANCIAL AID &
YOUR FINANCIAL AID REFUNDS

ADD YOUR BANK ACCOUNT AND ENROLL IN
DIRECT DEPOSIT

ENROLL IN A TUITION PAYMENT PLAN &
VIEW YOUR 1098-T FORM

VIEW YOUR FEDERAL WORK-STUDY
PAYCHECK AND W-2 FORM

COMPLETE THE DIRECT LOAN PROCESSING
FORM



VIEW YOUR TO DO LIST

After you have filed your financial aid applications, the

To Do list in your CUNYfirst Self-Service Student Center
will alert you if you any outstanding requirements to complete your
application. These items must be finalized before you receive a
financial aid awards package.

STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the menu on the left.

STEP# 3: Navigate to Self Service followed by Student Center. In
the To Do List section on the right, you will see the list of
outstanding items. If displayed, click the more link to see the
additional requirements.

2013 Parent(s) Fed Tax Trns
2013 Std Fed Tax Trns

2014 V1 Dep Verification Wrk
CUNY Supplement Form
Sign Up Now for CUNY Alert

more "

STEP# 4: Review the current outstanding items. The items which
have an Administrative Function listed as Financial Aid will need to
be resolved in order to complete you financial aid application. If you
added multiple CUNY Colleges on your FAFSA, you will need to sort
and filter by institution to make sure you are viewing items related to
the college you attend or plan to attend.

NOTE: If you will be
attending KBCC, you are
only required to resolve
the items listed for KBCC.
It is not necessary to
resolve items listed for
other CUNY Colleges in
order to finalize your
financial aid or conducting
other business at KBCC.

To Do List

wnt Te D hewan balens, Te sart or Blter yeur

Veur currant To Do items are shown bale
itemi, change the opticns below and dick do
Viww yomsr To Do Ttems by
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Fuanetion

Trstitution

Adminsstrative Fumcton

Kingibersugh €
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Kingsharsugh CC Franzal &
Kngiberough €€

Kingiberough CC Frpncal A




By clicking on each To Do Item, you can view the details concerning
the items, including instructions on how to resolve them, as well as
the contact information for the Office of Financial Aid.

NOTE: You must resolve each To Do item on your Item List. Fail-
ure to resolve the items will delay final processing and awarding of

your financial aid.

ToDoltem |Due Date | Status | Institution Administrative Function |
for | 03/31/2015 Inkiated Kingsborough CC | General

Complete th |

Su ;nw.-men 05/13/2015 Initiated Kingsborough CC | Financial Aid

Form

e BS |06/23/2016  |Inaiated Kingsborough CC Financial Aid

‘M 06/23/2016 |m'ue.d |Kingsbarnuqh cc |Financial Aid

:;—efﬁ 07/01/2016 Inkiated Kingsborough CC Financial Aid

The instructions on the To Do Item Detail may ask you to download
and submit one or more forms to the Office of Financial Aid. To ac-
cess the required forms, you will need to copy and paste the web ad-
dress into your web browser. Click on Return to go back to your

Item List.

To Do List

To Do Item Detail

2016 V1 Indep Verification Wrk

Aid Year: 2017

Academic Institution: Kingsborough CC

Administrative Function:  Financial Aid

Due Date: 06/23/2016

Contact: Kingsborough Community College
Department: Financial Aid Office - U-201
Phone: 718/368-2644

Description

Your FAFSA was selected by the U.S. Department of Education for review in a process called
VERIFICATION. You must complete, sign, and submit a "2016-2017 Standard Verification V1
Independent Worksheet" to the Financial Aid Office at your college. The form is available on the
CUNY websnre at: http://v cuny.edu/admissions/financial-
aid/FinancialdidForms/commonforms/2016201 7INDV1.pdf

Return




COMPLETE THE SUPPLE-
MENT FORM

One of your To Do items will be to complete the Sup-
plement Form. The Supplement Form is used by CUNY to deter-
mine potential eligibility for the New York State Aid to Part-Time
Study (APTS) program.

STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the menu on the left.
STEP# 3: Navigate to Self Service followed by Student Center.
STEP# 4: In the Finances section on the left, click the Supplement

My Account
Account Inquiry

Financial Aid

View Financial Aid
Direct Loan Processing Form
Supplement Form

o~

other financial... - |L_>/)

STEP# 5: Enter KCCO1 for your Institution and 2017 for the Aid
Year, then click OK, and provide the requested information on the

Supplement Form

Institution: KCCO1 Q
Aid Year: 2017 Q

ok || cancel |

next screens to complete the Form.
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VIEW YOUR FINANCIAL AID
‘ AWARDS

Your Student Center provides information about your financial aid
awards. The awards are listed for the entire academic year and are
also broken down by term.

STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the menu on the left.
STEP# 3: Navigate to Self Service followed by Student Center.

STEP# 4: Under the Finances section, click the View Financial Aid

My Account
Account Inguiry
Financial Aid
View Financial Aid

Accept/Decline Awards

Direct Loan Processing Form
Supplement Farm

other financial... - @

STEP# 5: On goto ... -
the Select Aid Finaneial Aid

Year to View
page, you may

Select Aid Year to View

Select the aid year you wish to view

see IIStIngS fOI’ Aid Year |I||stit||tio|| Aid Year Description
multiple aid 2017 Kingsbarough €C Financial Aid Year 2016-2017
. 2016 Kingsborough CC Faderal Aid Year 2015-2016
years and multi- [zo1s Kingsborough CC No self-service access for this aid year.
ple colleges. Aid years listed indicate your access to eligibility infermation regarding your
Click the Aid Financial Aid Application.
Year link for the
college and aid g0 ko .. . ®
year you wish to
view.



STEP# 6: On the Award Summary page, you will be able to view
your awards for the entire academic year, as well as for individual
terms. You can access additional information through several hyper-
links which are explained on the next few pages.

goto.. -~ (2

Financial Aid

Award Summary
Financial Aid Year 2016-2017

Select the term hyperlinks below to see more detailad information.

Advear )

Award Description |C.al:egnr\r | foered| Fu:cepl:ed|
Federal PELL Grant Fall Grant 2,907.50 2,907.50
;':':;:" PELL Grant Grant 2,907.50 2,907.50
Estimated Tap Spring Grant 2,400.00 2,400.00
Initial TAR-Fall Grant 2,400.00 2.400.00
Aid Year Totals 10,615.00 10,615.00

Currency used is US Dollar,

Eull-*r Financial Aid Summary ACCEPT/DECLINE A'-\'Aiﬁl

2017 Spring Term View Scheduled Disbursement Dates
Award Description |Cateng | Cllffered| Accepl:ed|
;':':i':r;l PELL Grant Grant 2,907.50 2,907.50
Estimated Tap Spring Grant 2,400,00 2,400,00
Term Totals 3,307.50 5,307.50

2016 Fall Term Wiew Scheduled Disbursement Diates
Award Description Category Offered Accepted
Federal PELL Grant Fall Grant 2,907.50 2,907.50
Initial TAP-Fall Grant 2400.00 2.400.00
Term Totals 5,307.50 5,307.50

Currency used is US Dollar,

“our financial aid award is determined from the infermation provided in your
application, If there is no financial aid displayed your application may be in
progress. Please check back,

Full-¥r Financial Aid Summary ACCEPT/DECLINE A'-\'Hi]#

Feturn to Aid Year Selection

STEP# 7: Click on the Full-Yr Financial Aid Summary link to see
your Estimated Financial Aid Budget for the academic year.



STEP# 8: Click on the hyperlinked Budget Amount to see your

Estimated Financial Aid Budget Breakdown by Term.

Financial Aid

go to .. -

Full-Yr Financial Aid Summary

JFinancial Aid Year 2016-2017

[The infermation below is a calculation of your estimated need,

Estimated Financial Aid Budget 14.870.0C
Expected Family Contribution 0.00 -
Estimated MNeed 14,87 0.00
Total Aid 8,215.00

Currency used is US Dollar,
This is your financial aid eligibility based on your estimated financial aid

{budget) costs, family contribution, and estimated need for this aid year.

Return

go to .. - [.gl

2016 Fall Term

Category Description Amount
Books and Supplies 500,00
Activity Fees 61.00
Consolidated Fees 15.00
Technology Fee 125.00
Housing 2372.00
Lunch 675.00
Loan Fees 29.00
Personal Expenses 1,000.00
Supplies Only 158.00
Tuitian 2400.00
Term Total 7.435.00
Total Cost of Attendance 14,870.00

Currency used is US Dollar.

The items listed above are based on costs associated with your academic
program, These costs are estimates enly and are subject to change based on
changes to academic standing, as well as other factors impacting tuition and

fees.

Return




STEP# 9: Return to the Award Summary page and, in the Terms
section click the View Scheduled Disbursement Dates link.

Terms

2017 Spring Term View Scheduled Disbursement Dates
Award Description |Cal:egnr\r | Cllffered| &ccepl:ed]
;':‘:;r;' (S Grant 2,907.50 2,907.50
Estimated Tap Spring Grant 2,.400,00 2,400.00
Term Totals 5,207.50 5,307.50

2016 Fall Term View Scheduled Disbursement Dates
Award Description Category Offered Accepted
Federal PELL Grant Fall Grant 2,907.50 2,907.50
Initial TAP-Fall Grant 2,400,00 2,400.,00
Term Totals 5.307.50 5.307.50

The Scheduled Disbursements page displays the projected dates
your financial aid awards should be disbursed to your student ac-

count.

NOTE: The scheduled disbursement dates listed here represent the
earliest date those awards can be transferred into your CUNYfirst stu-
dent account. Your actual disbursement date may be different and
will appear when your financial aid is posted to your account. To view
the actual disbursement dates, you will need to check the Account
Activity page in your Student Center [see page 13 in this booklet].

Financial Aid

Scheduled Disbursements
JFinancial Aid Year 2016-2017
2016 Fall Term

[To view actual disbursements to your financial account, access Account Inguiry.

S Scheduled
Award Description Category | Accepted Amount Fee‘ Net Amount Dish Date ‘
Federal PELL Grant
o M Grane 145375 0.00 1,453.75 08/29/2016
Grant 145375 0.00 1,453.75 10/10/2016
Initizl TAP-Fall Grant 2400.00 0.00 2,:400.00 08/30/2016
Term Totals 5,307.50 .00 5,307.50

Currency used is US Dollar,

If any accept amount is zero or if the scheduled disbursement date is blank,
your award will not be disbursed. Please proceed to Award Acceptance page to
accept or decline these awards,

Account Inguiry

Return to Award Summary

gota .. +®




ACCEPT OR DECLINE YOUR
FEDERAL WORK-STUDY
AWARDS

For certain types of financial aid such as Federal Work-Study, you will
be required to either accept or decline the award.

STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu

STEP# 2: Select HR/Campus Solutions from the menu on the left.
STEP# 3: Navigate to Self Service followed by Student Center.

STEP# 4: Under the Finances section, click the Accept/Decline

Awards link.

My Account
Account Inguiry
Financial Aid

View Financial Aid

Accept/Decline Awards
Direct Loan Processing Form

Supplement Form

other financial... v @

STEP# 5: On the Select Aid Year to View page, you may see
listings for multiple aid years and multiple colleges. Click the Aid
Year link for the college and aid year you wish to view.

Financial Aid

Select Aid Year to View

Select the aid year you wish to view

Aid Year |In5l:|'l:ul:|'nn Aid Year Description

2017 Kingsborough CC Financial Aid Year 2016-2017

2016 Kingsborough CC Federal &id Year 2015-2016

2015 Kingsborough CC Mo self-service access for this aid year




STEP# 6: Review your entire awards package. Most of your awards
such as PELL, TAP & SEOG will be pre-accepted and require no fur-
ther action by you. If you are awarded Federal Work-Study however,
you MUST accept your award(s) by placing a checkmark in the Ac-
cept checkbox next to Work-Study award. After checking Accept or
Decline, do not forget to click on the SUBMIT button.

NOTE: If you fail to promptly accept your Federal Work-Study award,
you risk losing it. If you wish to decline your PELL, TAP or SEOG
award, you must speak to the Office of Financial Aid at your college.

Last Updated: 0&/22/2016 12:44:18PM Status: Revised Package

Award |Categur-,r |Career | foeredl A::epted|A::ept|De:line|

Und duat
Federal PELL i

Grant Fall Grant Kingsbarough 2,887.50 2,887.50
cC
Federal Wark Undergraduate
Stud —Fa'll work/Study Kingsborough 1,000.00 1,000.00 D
=tugy Fall
cC
Federal Wark Undergraduate
Stud —S'rin Work/Study Kingsborough 1,800.00 1,800.00 D
Study opring
i
Undergraduate
E | PELL
it o Grant Kingshorough 2,887.50 2,887.50
Lrant spring
e
Total 8.,575.00 8.575.00
Currency used is US Dallar, accept all I decline alII clear all I update tutalsl

SuUBMIT

Click on the Award hyperlink to receive more detailed information
about the award and its requirements. Below is an example of the
Federal Work Study detail screen.

Federal Aid Year 2015-2016

Award:  Federal Work Study Fall Category: Work/Study
Disbursement Date Description | Award Amount
08/21/2015 2015 Fall Term 1,000.00

Currency used is US Dellar,

Message

- ¥ou must be registered for at least six credit hours.

- ¥You must find an eligible part-time job (job listings are available in the
financial aid office].

- ¥You must complete all required FWS forms.

- ¥You must be in good academic standing in your college with a 2.0 GPA [C

Average) or higher after two years of enrcliment

Return to Award Package
e ——
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VIEW YOUR PENDING AID

The following steps provide instructions for you to view
your pending financial aid in CUNYfirst Self-Service.

NOTE: Financial aid that is pending means that you have been
awarded the aid, and it is being used as a credit towards your tuition
bill, but it has not actually been paid out.

STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the menu on the left.
STEP# 3: Navigate to Self Service followed by Student Center.

STEP# 4: Under the Finances section, click the Account Inquiry
link, then click on the Summary Tab to see the details of the Ac-
count Summary.

My Account o

Account Ingui *Institution Kingsborough Community C »
Account lnguiny

Financial Aid Account Summary

Wiew Financial &id You owe 2,618.60.

Accept/Decline Awards Due Now

Direct Loan Processing Form " 2,618.60
Supplement Farm « Future Due 0.00

#%* You have a past due balance of 18.00. ##

ather financial... - ()
Currency used is US Dellar.
Account Inquiry \f Electronic Payments/Purchases |( Account Services |
summary | || activity || chargesdue ||  payments || pendingaid |

Account Summary

“You owe 2.618.60. For the breakdown, access  Charges Due

= Due Now 2,618.60
= Futurz Due 0.00

#* You have a past due balance of 18.00. **

Financial
Aid
Outstanding . )
Term Charges & Pending N P_Endlr!g Total Due
# Payments| Financial Aid
Deposits

2016 Spring AnEE T

Term

2016 Fall 2,600.60 5.307.50

Term

Total 2,618.60 5.307.50 18.00

Currency used is US Dollar. MAKE A P"‘“'E\Il

U Remittance Addresses

11



STEP# 5: Under the Account Inquiry tab, you will be able to view
your pending financial aid by clicking on the pending aid sub-tab. If
you have pending financial aid that covers your tuition and fee charg-
es in full, you will not be required to make a payment to the Bursar.

l Account Inguiry ]( Electronic Payments/Purchases ]( Account Services ]

| Summary ” activity ” charges due ” payments ” pending aid |

Pending Financial Aid

View By All Terms - ﬂ

Pending Financial Aid Find | View All | First K 1-4 of 4 [ | Last
Award Term Amount
Initial TAP-Fall 2016 Fall Term 2,400.00
Federal Pell Fall 2016 Fall Term 1,453.75
Federal Pell Fall 2016 Fall Term 1,433.75
Total Pending Financial Aid for this view 5,307.50

& First [ i-4 of4 ] Last

IMPORTANT NOTE: Your financial aid awards will NOT appear on
your Account Summary page for at least 3 business days after you
complete your initial enrollment. If you make any changes to enroll-
ment which affect your financial aid eligibility, your recalculated fi-
nancial aid awards will not appear for 3-5 business days.

12



VIEW YOUR FINANCIAL
AlID REFUND

When your awards are disbursed to your CUNYfirst ac-
count, they will be applied to any unpaid tuition and fee charges. If
you have a financial aid credit balance after the payment of your tui-
tion and fees, you will receive a refund that will either be electronical-
ly deposited to your personal bank account if you have set up Direct
Deposit or sent to your home address in the form of a paper check if
you have not set up Direct Deposit.

Please note: The difference between a disbursement and a refund;
your financial aid is disbursed to your CUNYfirst account, not to you
personally. Only after all charges on your account are satisfied will
you be eligible to receive a refund. A refund appears on your
CUNYfirst account 1-2 days after a disbursement is posted. You will
receive that refund 3-5 days after it posts. Keep this timeframe in
mind when doing your financial planning.

Detailed information about all disbursements and refunds can be
seen on your Account Activity page.

View your account activity information by doing the following:
STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu

STEP# 2: Select HR/Campus Solutions from the menu on the left
STEP# 3: Navigate to Self Service followed by Student Center

STEP# 4: Under the Finances section, select the Account Activity
link from the drop down menu, then click on the double arrows (>>).

My Account

Account Ingquiry
Financial Aid

View Financial Aid
Accept/Decline Awards

Direct Loan Processing Form
Supplement Form

other financial... E »)
|

[Account Activity |
Charges Due
Enroll in Direct Deposit
Payments
Pending Financial Aid

I View 1098-T

other financial...

13



The Account Activity page will display the activity occurring in your
account for the academic year. To view per semester, select the se-
mester from the dropdown list then click go.

Account Activity

|

From |09/16/2014 i 1o |03/16/2015 [ij 2015 Spring Term v go|
Transactions Find | View All | 71 first K 1-100f 16 O
Posted Date |Ttem |Term | Chafge_ Pa\fment: Refundi
2015
03/03/201s Refund of Financial o0 1,432.50
Term
2015
03/02/2015 Federal Pell Spring Spring 1,432.50
Term
2015
01/21/2015 Raefund Spring 652.00
Term
= % 2015
01/21/2015 i:{‘”‘d of Finencial o5, o 650.55
! Term

2015

01/20/2015 Federal Pell Spring Spring 1,432.50
Term
2015
01/20/2015 Federal SEOG Spring Spring 175.00
Term
2015
01/20/2015 Initial Tap-Spring Spring 954.50
Term
- - 2015
NYC Council Merit 3
01/20/2015 Scholarship ‘?::::g 400.00
2015
NYS Scholar .
01/20/2015 * : S 750.00
Academic-Spring T:::g

In this example, the two Scholarships, TAP, SEOG, and the first-half
of the Pell grant were disbursed to the student’s account on January
20th. Refunds were processed the next day on January 21st. These
refunds were issued to the student on January 23rd. Additionally, a
second Pell disbursement was made on March 2nd, another refund
was issued on March 3rd, and this refund was issued on March 6th.

REMEMBER

Disbursement - the transfer of funds into your CUNYfirst Student
Account.

Refund - the return of funds to you that exceed your tuition and
fees. Refunds are issued either as a direct deposit payment to your
bank account or mailed to your home as a check. Refunds are made
available to you within 3-5 days after the date the refund posts to
your account. You need to make allowances in your financial plan-
ning to account for the timeframe between the initial disbursement
date and the date you may expect to receive your refund.

14



ENROLL IN DIRECT DEPOS-
IT IN CUNYTfirst SELF-
SERVICE

The following steps will assist you to add a Bank Account on Self-
Service and enroll in Direct Deposit to receive refunds and work
study payments.

STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the menu on the left.

STEP# 3: Navigate to Self Service followed by Campus Finances
on the right.

STEP# 4: Click on Manage My Accounts.

STEP# 5: On the My Accounts page, click the Add Account button.
You will then be prompted to enter your Financial Institution’s De-
tails. After entering the required account information, click the Next
button.

| Account Inquiry || Electronic Pay urchases || A Services

| direct deposit || 1098t tax form || bank accounts

My Accounts

@ You have not created an account profile. Click the Add Account button to
add new account datails.

ADD ACCOUNT

Manage My Accounts

Add Account Details

NOTE: Enter the N . ) . A
— Enrolling in Direct Deposit is a fast, convenient and easy way to receive your Financial Aid,

B including Work Study, and Tuition and Fee refunds. Enter your account details below and click
FOULING NUMDEE GBS [t e iaceed. Vst CUNY's refund page b learn more sbout all of your reFund aptions CUNY

Refund Options site.
well as your account
Bank Details

number exactly as it

Nickname Test Account
Checkin
appears on your Account Type g - .
View Sample Check
check. Routing Humber 021000021 IPMORGAN CHASE BANK
Account Number 123456789

Confirm Account Number |123456789

Account Holder TestT. Account

CANCEL NEXT

15



STEP# 6: To make the bank account you just added as your direct
deposit account, click on Enroll In Direct Deposit.

[ Account Inquiry " Electronic Payments/Purchases ” Account Services

| direct deposit ” 1098t tax form ” bank accounts |

Manage My Accounts

Result

V ALERT: YOU HAVE NOT COMPLETED ENROLLMENT OF THIS BANK ACCOUNT
FOR DIRECT DEPOSIT.

You have successfully added the account Test Account. In order to
complete your direct deposit enrollment for this bank, click the Enrollin
Direct Deposit button below.

Bank Det:

Nickname Test Account

Account Type Checking

Bank Code 0Z1000021 JPMORGAMN CHASE BANK
Account Numbar HOOKET 89

Account Holder Test T, Account

ENROLL IN DIRECT DEPOSIT MANAGE MY BANK A

STEP# 7: On the My Direct Deposits panel, click Enroll In Direct
Deposit, followed by Proceed To Enroll In Direct Deposit.

| Account Inquiry ” Electronic Payments/Purchases ” Account Services |

| direct deposit ” 1098t tax form ” bank accounts |

My Direct Deposits

@ You are currently not enrolled in Direct Deposit.

ENROLL IN DIRECT DEPOSIT| |

| Account Inguiry ” Electronic Payments/Purchases ” Account Services |

| direct deposit ” 1098t tax form || bank accounts |

My Direct Deposits

Account Summary

You have the following financial institution accounts set up. If you intend to use
another financial institution account not listed below, click on Add another Account.
Otherwizse, click on Proceed to Modify Direct Deposit.

Account Summary as of 07/11/2016

Account Nickname Account Type |Account Number
Test Account-6789 Checking HHHHKET B
ADD ANOTHER ACCOUNT | PROCEED TO ENROLL IN DIRECT DEPOSIT|

16



STEP# 8: On the Enroll in Direct Deposit panel, choose the Bank
Account you wish to enroll in Direct Deposit from the drop down
menu then click Next.

Account Inquiry || Electronic Payments/Purchases || Account Services

direct deposit | 1098t tax form bank accounts

Enroll in Direct Deposit

Add Direct Deposit

Select a financial institution to designate as direct deposit.

Account Nickname

{test account-6789 -_z]
Select Bank Account
test account-6789 Halp

STEP# 9: On the Enroll in Direct Deposit Agreement page; select
the checkbox next to the statement “Yes, | agree to the terms and
conditions of this agreement.” and click on SUBMIT button.

Enroll in Direct Deposit

Agreement

Rewview the financial institution informatien and agreement. Click Submit to complete the Direct
Deposit enrollment. If you would like informatien about CUNY's Scholar Support Card program,
please visit the CUNY Schaolar Support Card site,

Financial Institution Name | Distribution Type Amt./Pct. |Dr|'nn'l:y |

Test account-67 89 Balance

Currency used is US Dollar

“You are about to enroll in Direct Deposit for your refund and/or Work Study chacks. Signing
up for direct deposit will allow excess from financial aid refunds, Work Study and over
payments applied to your student account to be deposited directly into your checking,
savings or Scholar Suppert Card account, ou will receive your funds faster through this
process instzad of a check mailed to you.

I hereby zutherize in accerdance with the rules and regulations of the National Automated
Clearinghouse Association ["NACHA") my institution to credit any payments due te me via
automated clearinghouse electronic fund transfer ["ACH") to the account{s) referenced
above.

“ou may change your account infarmation as necessary through self-service. Payments
made through this process will be available in your account depending on timing of this
submission,

We recommend that you print this page to retain a copy of this agreement for your records,

The agreement is dated: 07/11/2016

Ies, I agree to the terms and conditions of this agreement.

BACK SUBMIT

17



You have now completed the process to Enroll in Direct Deposit!

| Account Inquiry ” Electronic Payments/Purchases ” Account Services |

| direct deposit || 1098t tax form ” bank accounts |

Enroll in Direct Deposit

Result

¢ Congratulations! You are now enrolled in direct deposit.

View the summary below.

Account Nickname |

test account-67 89

Go To DIRECT DEPOSIT Suk'hr'r\:\‘f’l

18



ENROLL IN A TUITION PAY-
MENT PLAN

‘ You may discover that your financial aid awards will
not cover all your tuition and fee charges. The CUNY tuition payment
plan allows you to arrange to pay your out of pocket tuition charges
over a period of up to six months. This means that the burden of
having to pay off your entire balance at the start of the academic
term is reduced. Enrollment in the payment plan allows you to set up
monthly payments with a credit or debit card or with an electronic
check (eCheck).

The Enrollment Fee to sign up using a Debit/Credit Card is $95 per
term, while the enrollment fee to sign up using an eCheck is $40 per
term. The Enrollment Fee is Non-Refundable.

The following steps provide instructions on how to enroll in a tuition
payment plan from CUNYfirst Self-Service:

STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the menu on the left.
STEP# 3: Navigate to Self Service followed by Student Center.

STEP# 4: In the Finances section, select your institution and click
Enroll/Manage Payment Plan.

My Account

fccount Tnaui *Institution Kingsborough Community C -

fFinancial Aid Account Summary

\figw Fir_|ancia| Aid You owe 2,618.60.
Accept/Decline Awards Due Now

Direct Loan Processing Form v Dus Now 2,618.60
Supplement Farm » Future Due 0.00

*# ¥ou have a past due balance of 18.00. *#

other financial... - [_g]

Currency used is US Dallar,

Enrcll/Manage Payment Plan make a payment ®

The link will take you to the Nelnet Tuition Pay, Plan enroliment web-
site as shown on the following page. You need to complete the enroll-
ment process and choose your payment method (credit/debit or
eCheck).

19



STEP# 5: Select Payment Plan from the menu on the left.

—_—
I The City
University
of
\ New York

Message Board

STEP# 6: On the Payment Plans page choose either the Credit/
Debit Card or ECheck option from the Available Payment Plans

then click on Sign Up for New payment Plan, and follow the in-
structions on the next screens to complete the enrollment process.

(nelnet

" wusmass sowunous

Payment Plans
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VIEW YOUR 1098-T FORM

‘ CUNY is required by the Internal Revenue Service

(IRS) to issue the Form 1098-T, Tuition Statement, to
students who have made payments towards qualified tuition and re-
lated expenses within the reporting tax year. This information will
help students or parents of dependent students determine eligibility
to claim the American Opportunity Tax Credit or Lifetime Learning
Tax Credit. To find out more about Form 1098-T tax incentives, ac-
cess IRS Publication 970, Tax Benefits for Higher Education, or visit
www.cuny.edu/1098tfaqg.

You cannot get a Form 1098-T statement if:
= You received federal grants, scholarships or third-party payments
that met or exceeded your total tuition amount for the entire cal-
endar year.
= You received loans to cover tuition for a particular semester, but
the loans disbursed during a different calendar year.

The following steps provide instructions on how to view your 1098-T
form in CUNYfirst Self-Service.

STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the menu on the left.
STEP# 3: Navigate to Self Service followed by Student Center.

STEP# 4: Under the Finances section, select View 1098-T from
the dropdown menu then click on the double arrows (>>).

My Account
Account Inguiry
Financial Aid

View Financial Aid

Accept/Decline Avards

Direct Loan Processing Form
Supplement Form

other financial... E}@

Account Activity
Charges Due

Enroll in Direct Deposit
Payments

Pendina Financial Aid

|I other financial... |
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STEP# 5: Select the Tax Year link to open the related Form 1098-T.
You can download the Form 1098-T in PDF. If you have a pop-up
blocker make sure you turn it off to allow the form to appear in a new
tab on your browser. No Data Available will appear next to the year if
you are not eligible for a 1098T Form for that year

——
| | CORRECTED
FILEFTS rarme, sirwel acdross. ity or fown, courlry, WP or| | Pa oo & OB Mo 15451574
foruign postal cods, and tkepbons nushar quakfiod tution and rolatod
e i
5 2@ Tuitiory
2 Aot b Statement
cuafisd hticn and
rolatid frpenaes
3 Foem 10898-T
FALES locorl niicaion o, | STUCENT 5 socia sacunty number | 31 s b 5 chacked, your eckucationl rrsiuion Copy
has changed s reportng method for 2015 G For Stud
- Thisis imporar
pror your \axinlormasod
wdi
s s uel
Strmol addross frckicng st o) Tin
scholarsbips or grants b 1 o 2 inchordes Servca. Thi for)
ot a peior your amounts ot an acadensic may bo used if
ity or lown, courtry. and ¥ or & L & L
5 March 2016 ] o cham aducation]
o oedis
Sorvcn ProveRcet. No. fsoe b ) 8 Chock i af lnas! 9 Chuched fagrackate |10/, contract smmb rokrd | bux proparer of wsa i ]
tattmestont (]| stdont Ols Progens et
Fom 1098-T o o your racorchy gk Troasury 5

NOTE: CUNY offers a paperless Form 1098-T option. To access the
paperless form, you must click on Grant Consent on the View 1098T
page. By consenting to receive an electronic Form 1098-T, you will
not receive future paper forms via the mail. If you do not select the
electronic option, you will receive a paper Form 1098-T, sent to the
mailing address listed on CUNYfirst Self Service.

Account Inguiry Electronic Payments/Purchases Account Services

View 1098-T

‘Years listed indicate which 1098-T statements are available for you to access, Click the Tax Year
hyperiink to view the 1098-T Tuition Statement. To view the details, cick the Box Amount Tab, Visit
http://www.cuny.edu/admissions/finandal-aid/tax- benefits/fed-tax-cred. htmi for Frequently Asked
Questions.

Note:

1. If you use a pop up blocker, you will have to disable it to display your 1098-T.

2. If there is no hyperlink for the amounts, detail information is not available. Please contact your
College 1098-T Representative should you need more information.

Tax Yeoar Version Federal Tax 1D Institution Printed Date S:’I‘:“i""
2014 onginal !S:'l;mr Colege CUNYfirst
2013 Original Is:lr:m College CUNYfirst

@ GO PAPERLESS! Click Grant Consent below. You will be able to view, print,
save and email the form as soon as it is produced without having to wait for
it in the mail,

o | ‘
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VIEW YOUR FEDERAL
WORK-STUDY PAYCHECK

If you have been placed in a Federal Work-Study job
and have begun working, you can view timesheet deadlines on the
KBCC Financial Aid website at: http://www.kbcc.cuny.edu/sub-
financial_aid/Documents/2016-2017/Work%620Study%o6
20Time%20Sheet%620Schedule26202016-2017.pdf. You can
view your paystubs in CUNYfirst Self-Service.

The following steps provide instructions on how to view your federal
work-study paystubs in CUNYfirst Self-Service.

STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the menu on the left.
STEP# 3: Navigate to Self Service, then Payroll & Compensation.
STEP# 4: Click the View Paycheck link.

View Paycheck

Review your available Work Study paychecks below. Select the check date of the paycheck you would like to review

~ Select Paycheck Find | View Al | E01 8 st B 4 gr 11 O 1o
CheckDate  |ViewPaycheck | Company Pay End Date MNet Pay %% PDF File
03/05/2015 View Paycheck  Work Study - Federal 02/08/2015 022112015 $656.06 16700 v
011222015 View Paycheck Work Study - Federal 1242812014 011072015 $347.00 14831 v
01/08/2015 View Paycheck Work Study - Federal 1211472014 1202772014 £347.00 14143 id
121232014 View Paycheck Work Study - Federal 11/30/2014 1211372014 £347.00 12909 o
1211172014 View Paycheck Work Study - Federal 11/16/2014 11/2972014 £320.84 11534 id
11/26/2014 View Paycheck  Work Study - Federal 1140272014 111572014 $347.00 10124 o
11132014 View Paycheck  Work Study - Federal 10118722014 /0172014 $347.00 3321 ¥
10302014 View Paycheck  Work Study - Federal 1010872014 101372014 s347.00 3

The View Paycheck page will provide you details regarding each fed-
eral work-study paycheck and a link to access the PDF version of the
paystub.
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VIEW YOUR FEDERAL
WORK-STUDY W-2 FORM

If you have worked in the federal work-study program, you will re-
ceive a W-2 Form at the end of the calendar year with your taxable
earnings. The W-2 form will be mailed to you from the college and
will be available for you to access in CUNYfirst.

The following steps provide instructions on how to view your federal
work-study W-2 forms in CUNYfirst Self-Service.

STEP# 1: Login to CUNYfirst at:
https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the menu on the left.

STEP# 3: Navigate to Self Service followed by Payroll & Compen-
sation.

STEP# 4: Click the View Work-Study W-2/W-2c Forms.

STEP# 5: Click the Year End Form to view and download a PDF ver-
sion of your W-2 Form.

View W-2/W-2c Forms

|| Review your available W-2 and W-2¢ forms below. Select the year end form that you would like to review

View a Different Tax Year

2014 WSF W-2 01/30/2015 Year E Filing Instructions -J
oo W-2 Wage and Tax S 2014 | o T |
¢ Ervpioyers nams, adaruss, s OF cooe B Adocaind s ] oy W T ool secity (ax Wit
BOROUGH OF MANHATTAN CC
199 CHAMBERS STREET [l S Madican wages and Ips 6 Mocicare b Wit
FINANCIAL AID OFFICE 10 Dopondiel cate banalts 11 Nongualied plan. 128 Soe NAinxBon ke box 12
NEW YORK NY 10007 { |
o Empioyes's rame, address, and 2IF code E-= el 14 Ot 1
b Employor Kentfication number (EIH] _‘rl—
@ EmpRoy s SOCU SOCURTY MumDad 124
7 e woome e 18 Local wage, s, o lm Lo Peome |29 )

T bormatn i Do) arsarard 1 T el PVl SVt Dapt, of The Treasury - A5
Pyt Vit the 15 websin at ww o3 govietie

NOTE: If you have problems accessing your Federal Work-Study W-2
Form, please visit the Office of Financial Aid and ask to speak to the
Work Study Coordinator.
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COMPLETE THE DIRECT
LOAN PROCESSING FORM

If you want to request a direct loan for the award year,
you must complete the Direct Loan Processing Form. Additional
requirements to request a direct loan can be viewed on our website
at: http://www.kbcc.cuny.edu/sub-financial_aid/Pages/
downloadableforms_new.aspx.

The following steps provide instructions on how to access the Direct
Loan Processing Form in CUNYfirst Self-Service.

STEP# 1: Login to CUNYfirst at https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the menu on the left
STEP# 3: Navigate to Self Service followed by Student Center.

STEP# 4: Under the Finances section, click the Direct Loan Pro-

cessing Form link.

My Account

Account Inguiry

Financial Aid

View Financial Aid
Accept/Decline Awards
Cirect Loan Processing Form

Supplement Form

other financial... - ®

STEP# 5: Enter KCCO1 for your Institution and 2017 for the Aid
Year, then click OK.

Direct Loan Processing Form

Institution: KCcol |G Kingsborough CC

Aid Year: 2017 | Federal Aid Year 2016-2017
oK H CANGEL |
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STEP# 5: Indicate the loan type by placing checkmarks in the check-
box next to Direct Subsidized Loan or Direct Unsubsidized Loan
then type in the amount you wish to borrow for Loan Amount Re-
quested $. You must also indicate how many credits you anticipate
you will be registered for in each of the boxes next to Anticipated
Credits For Semester(s). For the Loan Period you must answer
the questions by indicating either Yes or No for questions 1 through
3. Place a checkmark on the checkbox under the Applicant Certifi-
cation, then click Save.

Direct Loan Processing Form

KoEnL

Froaeecinl il Ve 2016-2087

Borrower information to be completed by student

1, Wil you gradusce ; ummer semester? - Mo
2, Wil you gradusce an the end of the Fal semester?

E

Applicant Cotilication :

be
uired docemeranien and desermines

You have now completed your Direct Loan Processing Form!
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For More Information

Learn more about the opportunities available to finance your college
education by visiting KBCC's Office of Financial Aid Website at:
www.kingsborough.edu/sub-financial_aid/Pages/
default.aspx

QUICH DS Weiral | 11 bnies | vy | Doy Copt | o tnd Ly | Acrimm iy e

KINGSBOROU

 and prolpatren studenty, e thar famidees 1
tugh Communty College.

How to Apply

ol Student Asd (FAFSA) -

" g tege's Federal Schosl Code m: 002694
Application Desdline: June 10th each year

thom Avaist, Progesm (TAF) -

ot mp Py b

¥ s TP Code a: 1402
Application Deadiine: May 1ot cach yrar

Office Hours

OMfcr sy

+ AM + 5:00
$:00 &M - £:00 P

Losto

v hanses are in sessbon. Houwrs dhange for the
raasmne, inter wessions, holidays snd during registestion
ety

Do you have a question about your financial aid application or award
status? E-mail us at: finaid@kbcc.cuny.edu and we will respond
promptly to your inquiry (usually within 2-3 business days).

27



Important College Contacts at your

Fingertips

Office of Financial Aid Room U-201 (718) 368-4644
Financial Aid Lab Room V-201 (718) 368-4978
Admission’s Office Room V-102 (718) 368-5676

Student Help Desk

Rooms L-106/

(718) 368-6679

Cyber Lounge

Room M-200

(718) 368-6679

Bursar’s Office Room A-205 (718) 368-5416
Registrar’s Office Room A-101 (718) 368-5136
One-Stop Center Room V-100 (718) 368-6700
Access-Ability Services Room D-205 (718) 368-5175
Health Services Room A-108 (718) 368-5684

TRIO

Room D-102

(718) 368-5601

ASAP Office

Room M-211C

(718) 368-5973

Freshmen Year Counselors

Room F-123

(718) 368-4806

Student Advisement

Room M-101

(718) 368-5744

Library Room L-200 (718) 368-5637
Tutorial Services Room L-605 (718) 368-5118
Honors Program Room 3-377 (718)368-5365
Student Life Room C-123 (718) 368-5597
Career Development Room C-102 (718) 368-5115

Resources Center Counseling

Room D-102

(718) 368-5601

Public Safety

Room L-202

(718) 368-4800
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