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Adjusting Loan Amounts 
 
 
Concept 
 
When Commonline loans have been awarded to a student, the amounts can be adjusted up to the 
point where the loan records are processed for transmission to the lender or servicer. Once the 
loans are in transmitted status, no adjustments can be made until a response has been received 
from the lender and loaded. Once the response has been loaded, adjustments can be made and the 
change records can be transmitted to the lender. 
 
Prior to disbursement total loan amounts may be adjusted but must remain evenly split across 
terms. Once a disbursement is made, however, you can use a custom split to change future 
disbursement amounts. For example, a student is awarded a subsidized Stafford loan and the 
funds are disbursed for fall term. At that point, the student is awarded a scholarship, and his/her 
sub loan must be reduced. The disbursement amount for the spring term can be adjusted 
accordingly without affecting the funds already disbursed. 
 
In this topic, we see how to adjust loans before disbursement and after disbursement. 
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Procedure 
 
 
  

 

 
Step Action 

1.   When adjusting a loan prior to disbursement, the first step is to review the status of the 
student's Stafford loan.  
 
Navigate: Financial Aid > Loans > Commonline Management > Maintain 
Originated Loans. 
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Step Action 

2.   Enter the Institution, Aid Year and search criteria to identify the student. Click the 
Search button. 
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Step Action 

3.   Look at the last tab on the page. Click the Show following tabs button. 
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Step Action 

4.   Click the Loan Orig Status tab. 
 

5.   Notice that the loan in this example has been transmitted and acknowledged by the 
lender. You can adjust loan amounts either before the loan record is in transmitted 
status, or after the record is acknowledged. You cannot make adjustments while the 
loan is in transmitted status. 
 

6.   Having checked the status of the loan, navigate to the awards page. Navigate: 
Financial Aid > Awards > Award Processing > Assign Awards to a Student. 
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Step Action 

7.   Search for the student. Click the Search button. 
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Step Action 

8.   To adjust the Subsidized Stafford loan amount, you must enter the "B" action code in 
the Action field on that line.  
  

9.   The B action code opens the Offered amount field for editing. Enter the new amount 
in the Offered field and press the Tab key to copy the new amount into the Accepted 
field. 
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Step Action 

10.   Click the Validate button. 
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Step Action 

11.   Click the OK button. 
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Step Action 

12.   Click the Post button. 
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Step Action 

13.   Click the OK button. 
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Step Action 

14.   The adjustment is complete. To view the effect on disbursement, click the 
Disbursement link on that row. 

 
15.   The new award amount is split evenly between the two academic terms. 

 
To complete the processing of this loan, you would originate it (with the Adjustments 
checkbox selected), validate it, process the loan record and create an outbound file to 
send the changed record to the lender. For details, please see the topics on loan 
origination, validation and generation of an outbound file. 
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Step Action 
16.   Now we will see how to change the loan amount after funds have been disbursed.  

 
 For example, a student received the fall disbursement for his/her subsidized loan, and 
then later was awarded a scholarship, necessitating an adjustment in the loan amount. 
This process allows the spring disbursement amount to be adjusted, leaving the funds 
already disbursed unchanged. 
 
As before, the first step is to review the loan status. Navigate: Financial Aid > Loans 
> Commonline Management > Maintain Originated Loans. 
 

  

 

 
Step Action 

17.   Search for the student. Click the Search button. 
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Step Action 

18.   Click the Loan Orig Status tab. 
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Step Action 

19.   Notice that the Orig trans Stat is "Accepted" - in other words, an acknowledgement 
has been received from the lender. You cannot make an adjustment if this status is 
"Trans." 
 
Click the Loan Status Summary link. 
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Step Action 

20.   Note that funds have been disbursed. Click the Payment tab. 
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Step Action 

21.   The first payment has been made. 
 
Now go to the awards page to adjust the spring disbursement.  
 
Navigate: Financial Aid > Awards > Award Processing > Assign Awards to a 
Student. 
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Step Action 

22.   Search for the student. Click the Search button. 
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Step Action 

23.   To adjust the spring disbursement amount for the student's subsidized Stafford loan, 
Enter "B" into the Action field on the loan award line. 
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Step Action 

24.   Change the amount in the Offered field for the award. Enter the desired information 
into the Offered field.  
 

25.   Press [Tab]. This copies the Offered amount into the Accepted column. 
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Step Action 

26.   Click the Validate button. 
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Step Action 

27.   Click the OK button. 
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Step Action 

28.   Do not post yet. Instead, click the Disbursement link for the adjusted loan award. 
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Step Action 

29.   Click the Custom Split option. 
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Step Action 

30.   The Custom Split option opens up the Offered fields for editing. Change the Offered 
amount for the second disbursement to match the funds remaining for the award. In 
the example shown, this would be 1500-1250 since $1250 has already been disbursed. 
 

  



Process Document 
Financial Aid: Adjusting Loan Amounts-073008  

  
 

Page 26 Last changed on: 8/1/2008 10:29 AM
 

      
 
 

 

 
Step Action 

31.   Edit the Offered field in the first disbursement row to reflect the amount that has 
already been disbursed. The total of the Offered fields must equal the new award 
amount. 
 

32.   Click the OK button. 
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Step Action 

33.   Click the Validate button. 
 

34.   Click OK and then Post. 
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Step Action 

35.   Click the OK button. 
 

36.   This completes the adjustment process. The adjusted loan must be processed in the 
usual way and the record transmitted to the lender. Please see documentation on 
Commonline loan origination, validation and the generation of the outbound file for 
details. 
 

37.   End of Procedure. 
 
  


