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Agenda

Introductions
● Snapshot of new Loan Five webinar series

● Meet your presenter

Student Inquiries and Advising 
● What is our role?

● OSAP Policy Manuals

● Ministry Forms

● View Student FAO Inquiry

Communications
● Application Communications

● Profile Communications

● Application Comments

● Profile Comments/AS400 Comments

ONe-Key Portal Onboarding
● OSAP Processing Manuals

● Left Navigation Menus

● Top Navigation Menus

● “Look to the right!”



“Loan Five:” Webinar Series

The new “Loan Five” webinar series is a just in time 

collection of training, resources, and panels for the 

OASFAA membership to foster ongoing learning and 

development.

Three session types:

● OSAP 101: Catered to newer financial aid staff

● Dive Deep: Digging deep into specific parts of OSAP

● General Sessions

Sessions will be recorded and posted onto the OASFAA 

website. 

Upcoming sessions: 

● December 9th: Dive Deep: Appeals & Reviews

● Our winter series will be announced soon!



Introduction
Je m’appelle Jessica! 

12 years in financial aid at 

Glendon campus’ SFS office

● Student Accounts

● Financial Aid

● Campus/Faculty

Proud York alumna (BA ‘06)

Traits:

● Inquisitive

● Analytical

● Creative

● Enthusiastic

● Caring



Glossary

Application Types:

● CIFS: Continuation of interest-free status, for previous full-time OSAP loans

● FT: Full-time

● PT: Part-time

● Base / BAS / B / Core: An application that is submitted by a student on the OSAP 

website.

● Reinstatement / RST / 2 / Study Period 2: Extension entered by an FAA to add 

additional term(s) to a completed application within the same academic year

Document Types:

● Required: documents needed to verify details and complete a profile/application

● Review / Appeal: submitted to request an exception to a standard policy and 

reassess eligibility for financial aid

● Supporting: documents needed to make most changes to profile/application details

FAA / FAO: Financial Aid Administrator / Financial Aid Office

MTCU / the Ministry: 

● ICU: Inspection and Compliance Unit

● SFAB: Student Financial Assistance Branch

OAN: OSAP Access Number (9 digits)



Student Inquiries and 
Advising



What is the role of the FAO?

● First point of contact for students studying in ON

● Assist students in sorting out:

○ Status of account

■ Profile

■ Applications

○ What has been communicated

○ Next steps / actions to take



Resources (from the Ministry)

● Policy Manuals (“what”)

● Procedure Manuals (“how”)

● View FAO Student Inquiry

● Comments (Application, Profile, AS400)

● Communications (MTCU, FAO)



Finding the OSAP policy manuals

● ONe-Key portal

○ OSAP FAO Information Portal

○ Manual and Guidelines Search

Filter Manuals and Guidelines

● Year

● Category

Results

● Policy Manuals typically fall under the 

Assessment OR Eligibility categories

● Most have “policy manual” in the title 

(but not all!)

Policy Manuals



OSAP Full-time Policy Manual

Manuel du RAFEO pour étudiantes 

et étudiants à temps plein

OSAP for Part-Time Students: 

Policy Manual

Continuation of Interest-Free 

Status (CIFS) Policy Manual

Policy Manuals



BSWD/CSG-PDSE Policy Manual

Bursary Recording System (BRS) Manual

Indigenous Student Bursary Program Guidelines

Ontario First Generation Bursary Program Guidelines

Ontario Indigenous Travel Grant Guide

Student Access Guarantee (SAG) Policy Manual

More Manuals...



What is in the policy manuals?

These manuals provide the framework to confirm a student’s 

eligibility for financial aid and the assessment of funding they 

can receive.

● Policies and exceptions

● Instructions and procedures

● Scenarios, samples

How do I use it?

● To clarify the OSAP program mandate and its requirements

● To clarify how students can correct errors and declare changes

● To clarify options to students requesting a review



What is NOT in the policy manuals?

● Full details on what documents that can be accepted

○ Each year more content is added

● How to process (most) things

○ Referrals are made to processing manuals

Where else do I look for information?

● Ministry / FAO forms

● View FAO Student Inquiry in ONe-Key portal



Finding Ministry Forms

● ONe-Key portal

○ OSAP FAO 

information portal

○ Forms Search

Filter

● Year

● Category

Results

● Forms fall under the 

administrative, 

application or 

processing categories.

Ministry Forms



Forms available publicly on 

the OSAP website

● Can link to these forms in 

FAA Communications

Ministry Forms



Ministry Forms

Forms provided to students are 

personalised

● Less pages than the versions 

posted publicly

● Only available through this inquiry 

in English

View FAO 

Student 

Inquiry:

Click on 

“Print/upload”



FAO Student Inquiry 



FAO Student Inquiry 



Taking a Deeper Dive



What documents do I need to provide...

to complete my OSAP application?

Description View FAO 

Student Inquiry

Manuals Forms

Proof of child’s 

date of birth

Instructions 

provided to 

student

(Print/Upload)

Policy Manual:

Valid documents to provide 

(including alternatives)

Processing Manual:

How to process document and 

update application

No forms

Proof of 

foreign/non-taxable 

income

Instructions and 

form provided to 

student

(Print/Upload)

Policy Manual:

How income is verified

Reviews

Processing Manual:

Document type for upload

Ministry 

forms



What documents do I need to provide…

to change (or update) my application?

Description View FAO 

Student Inquiry

Manuals Forms

Change in 

residency

Instructions 

provided to student

(Print/Upload)

Policy Manual:

Valid documents to provide

Changes in answer to residency question

Scenarios

Processing notes

Processing Manual:

Documents generated, app view

Document type for upload

Ministry 

forms

Change in 

reported 

assets

Option provided to 

upload a 

change/appeal to 

application 

(Print/Upload)

Policy Manual:

Policy on assets as a resource

Reviews for assets

Processing Manual:

How to process an adjustment to reported 

assets

No 

forms



What documents do I need to provide…

to submit an appeal?

Description View FAO 

Student Inquiry

Manuals Forms

Remove an 

academic 

progress 

probation or 

restriction

Message Centre Policy Manual:

Eligibility

Reviews

Procedures (extensive!)

Processing Manual:

Status updates, portal layouts

Mass upload of decisions

Document type for upload

Ministry forms, 

other 

documentation



Communications



Application
Communications

What messages have been sent by the Ministry OR the FAO to the student?

● View the communication item in the format it was generated

● Request a re-print of any communication generated

● Go to view Profile Communications



Student Communications

Less commonly used, located in the Student Profile

Example: Failed SIR check



Student Profile Comments



Profile & AS400 Comments



Providing Clarity on Processing

What is the status of…?

- Documents, reviews submitted

- Eligibility & assessment decisions

- Distribution of funding

- Changes to OSAP eligibility

- Timelines, important dates and deadlines

How best to use the ONe-Key portal:

- Establish timeline of events

- Confirm who is working on the file

- Share communications in a place that 

other FAAs can access

- Keep records, communications files in 

the student’s OSAP account



ONe-Key Portal 
Onboarding



Finding the OSAP processing manuals

● ONe-Key portal

○ OSAP FAO Information Portal

○ Manual and Guidelines Search

Filter Manuals and Guidelines

● Year

● Category

Results

● Manuals fall under the processing 

category

● Referred to as processing guide, system 

guide, user guide, update guide

Processing Manuals



OSAP Full-Time Administrative Portal: 

Systems Guide

OSAP Part-Time Administrative Portal: 

Systems Guide

Continuation of Interest-Free Status 

(CIFS) Administrative Portal User Guide

Profile (Student Inquiry): Systems Guide

Image Administrative Portal Guide

● Year = 2019-2020

Processing Manuals



OSAP Administrative System Guides:

● OSAP Data Files and Reports

● Confirmation of Enrolment (COE) File Upload and Download

● OSAP for FT Students COE Work Queue (Fixed Cost)

OSAP Part-Time Administrative Portal: Work Queues

Bursary Recording System (BRS):

● Processing Guide

● Processing Guide for Recording OGS and QEII-GSST Award Information 

(20-21)

● Mass Upload Instructions and Requirements for Participating Institutions

There’s More!

https://faoportal.osap.tcu.gov.on.ca/prodconsum/groups/fao_manuals/documents/manuals/prdr021256.pdf


… We’re Not Done!

Cost Code Update Guide

OSAP Data File Administrative Portal: Systems Guide

OSAP Net Tuition Guide: Net Cost View

OSAP Records Management Guide: Storage of OSAP Documents

● Year = 2019-2020

Records Management Guideline: OSAP Record Retention and Archiving

● Year = 2019-2020

Academic Progress Upload Guide 

● Year = not applicable



Administrative Portal System Guides

FT & PT Admin Portals

● Show you how to understand the 

screens you are navigating!



FT & PT Admin Portal

● Example: Funding Reassessments

Administrative Portal System Guides



FT & PT Admin Portal

● How are supporting documents generated? Sample: Explanation of financial situation

Administrative Portal System Guides



How to track the processing of 

uploaded documents:

● Helpful if the student is asking what 

more they need to provide.

● May clarify where to look in the 

student’s application:

○ Reviewed-Info? Check for an 

FAA Communication that was 

sent to the student

● View audit of a processed document:

○ View Details

○ Edit

○ View Audit (top right)

Image Admin Portal



Who is processing the document?

● FAO - processing timeline, 

communication with student

● Ministry - processing timeline, 

communication with FAO/student

Image Admin Portal



Quick Tips on 
Navigating the 
ONe-Key 
Portal



Left Navigation Menus

FT OSAP, PT OSAP, CIFS

NOTE: Application Inquiry is NOT 

Student Inquiry

Student 

Profile



Top Navigation Menus

Distribution

Application Details

Student Restrictions



LOOK TO THE RIGHT

(Before you click “FAO Home”)

You clicked to view a student’s 

application

From here:

● Go to the student’s profile

● Go back to the student’s 

summary page



LOOK TO THE RIGHT

(Before you click “FAO Home”)

You clicked to view application comments in a student’s 

application, and then clicked to see profile comments…

From here:

● Can you go back to the application?

● Can you go back to the same student’s summary screen?

● Can you look up another student?



Thank you for joining us!


