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Creating Pell Outbound Files 
 
 
Concept 
 
Once Pell awards have been originated, a file is created with the origination (and perhaps 
disbursement) data to transmit to COD. This is the same basic process that is used to send 
ACG/SMART and Direct Lending data to COD. 
 
This topic covers the creation of the outbound Pell origination and/or disbursement file. 
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Procedure 
 
 

Step Action 
1.   Navigate: Financial Aid > File Management > COD Full Participant > Generate 

Pell Data. 
 

  

 

 
Step Action 

2.   The Pell Outbound process requires a Run Control ID. You can either use an existing 
Run Control ID or create a new one. To create a new one, click the Add a New Value 
tab. 
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Step Action 

3.   Enter a name for the new Run Control ID. 
 

4.   Click Add. 
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Step Action 

5.   On the Pell Outbound page, enter the parameters for the process. Make sure the 
correct Institution and Aid Year are entered. Leave the Schema Version to its 
default setting. 
 
Fill in or look up the SFA Common School ID.  
 

6.   Select the checkboxes that correspond to the data you want to send to COD. If all you 
have is origination  
records, check the Pell Origination Outbound checkbox. If you have disbursement 
data, check Pell Disbursement Outbound. Checking the Pell Disbursement 
Outbound box automatically selects the Pell Origination Outbound option as well. 
 
Select the Send Disb if Verification 'W' option to send the disbursement if the 
verification status code is W (without documentation). This value is used only for 
disbursement. 
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Step Action 
7.   Enter a file path and file name in the File Path and Name field. Check with your FA 

director for the correct entry for this field (do not copy the entry shown in this 
example).  
 
Note: the path and file name must be correct. Double check it before running the 
process. Fortunately, once you have entered it the first time, your Run Control ID will 
save the value for subsequent runs. 
 

  

 

 
Step Action 

8.   Click Run. 
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Step Action 

9.   Click OK. 
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Step Action 

10.   Click the Process Monitor link. 
 

  



Process Document 
Financial Aid: Creating Pell Outbound Files-061608  

  
 

Page 8 Last changed on: 6/17/2008 10:54 AM
 

      
 
 

 

 
Step Action 

11.   Click the Refresh button from time to time until the Run Status is Success and the 
Distribution Status is Posted. 

 
12.   Click the PELLOUT link in the Process Name field. 
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Step Action 

13.   Click the "SFA_COD_OUT Success" link. 
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Step Action 

14.   Click View Log/Trace. 
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Step Action 

15.   The output file is the second item in the list. Save it to your workstation hard drive so 
you can send it to COD. 
 
Click the file to view it. 
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Step Action 

16.   The outbound file opens in a new window. Note the Document ID. You can use that to 
view the outbound data in a more convenient format. 
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Step Action 

17.   To review the outbound data in another format, click View COD Data in the menu 
(full navigation: Financial Aid > File Management > COD Full Participant > View 
COD Data). 
 
To simplify the search, enter the Document ID and click Search. 
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Step Action 

18.   There will be a row in the Search Results for each student reported in the outbound 
file. Click a row to view the outbound data (student info has been deleted for privacy 
reasons).  
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Step Action 

19.   The first two tabs contain header data for the outbound file. Click the Response 
Information link. 

 
  



Process Document 
Financial Aid: Creating Pell Outbound Files-061608  

  
 

Page 16 Last changed on: 6/17/2008 10:54 AM
 

      
 
 

 

 
Step Action 

20.   In this example, no response has been received (the outbound file has just been 
created). Once a response is received from COD, this page will be populated.  
 
Click Return. 
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Step Action 

21.   Click the COD School Information tab to view more header data. 
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Step Action 

22.   Once there is a response from COD, you can view more response data via the 
Reporting School Summary, Reporting School Response and Response 
Information links on this page. 
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Step Action 

23.   The COD Student tab contains bio-demo data about the student. 
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Step Action 

24.   The COD Award tab contains award data for the student. Once a response comes 
back from COD, the fields on the right side of the page will be filled in. 
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Step Action 

25.   In the example shown. there is no disbursement data as yet. Once disbursement data is 
sent to COD and a response is received the fields on the COD Disbursement tab will 
be populated. 
 

26.   To verify that the student's Pell has the correct status, navigate to Manage Pell 
Payment (full navigation: Financial Aid > Pell Payment > Manage Pell Payment).  

 
  



Process Document 
Financial Aid: Creating Pell Outbound Files-061608  

  
 

Page 22 Last changed on: 6/17/2008 10:54 AM
 

      
 
 

 

 
Step Action 

27.   Enter search criteria. Click Search. 
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Step Action 

28.   On the Pell Origination page, note that the Pell Trans Stat and the Pell Orig Stat 
fields are set to "Transmitted" and unavailable for editing. 
 
Click the Pell Info link. 
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Step Action 

29.   The Pell Processing Status is now set to Reported. Click OK. 
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Step Action 

30.   Click the Orig Status link. 
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Step Action 

31.   A second row (Sequence 2) has been added to document the transmittal of the 
origination record for this student. This page maintains a history of actions regarding 
this Pell award. 
 

32.   End of Procedure. 
 
  


