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Disbursing in Batch

Concept

Using background processes to disburse aid occurs in two steps: processing authorizations and
processing disbursement. This topic covers both steps.

Disbursing financial aid funds in batch does not result in the funds being applied directly to a
student's account. The disbursement process generates a file called a "group post" which Student
Financials must then apply to the student accounts.
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Procedure

Step | Action

1. The first step is to process authorizations.

Navigate: Financial Aid > Disbursement > Process Award Authorizations.

Worklist Add to Favorites Sign out

> Disbursement wi
- Dishurse Aid New Window | Help | o)

Autherize Aid
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
s
— Maintain User Edit
Messages Search by: Run Control ID pegins with

— View Calendar Seftings .
- Authorization Failure [ case sensitive

Report
— Reconciliation Report
I Loans Search | Advanced Search

[ Pell Payment

[- ACGISMART Grants

> Fund Management

[> Return to Title IV Funds

Find an Existing Value | Add a New Value

HERA
I> Satisfactory Academic
Progress
[» Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[» Academic Advising
[ Contributor Relations
[ Set Up HRMS
[> SetUp SACR
[ Enterprise Components
[ Waorkdist
[+ Application Diagnostics
[ Tree Manager
> Reporting Tools
> PeopleTools
— Return to Portal
— Student Self Service
— Change My Password
— My Personalizations
Ly Suctorn Dol

Step Action

2. As usual for processes, you need to select or create a Run Control ID. If you already
have a Run Control ID to use, click the Search button and select it from the list.
Otherwise, click the Add a New Value tab and create a new Run Control ID.
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Authorize Aid

Run Control ID:  AUTH

User Edit

Run Control Parameters

Messages
,W%ﬁ WO‘ University of Maine at Augusta
fRAZEDanmatmn Report *Aid Year: MQ 2008-2008 Financial Aid Year
ll; ;Zﬁlsaymem SrdsisiSnis
[» ACGISMART Grants [ Process Selected Terms.

[» Fund Management

[» Return to Title IV Funds
HERA

[ Satisfactory Academic
Progress

New Window I Help I Customize Page

Heporilianagei  Process Monitor

VWorklist Add to Favorites

| =
=1

Run

Find | View Al First [] 1 of 1

Frst [ 101 [

[ Financial Aid History

— Manage Financial Aid
Years
— View Financial Aid Status

Process Instance:

Run Date and Time:

- View Packaging Status
Surmnmary
— Erint Batch Process
Messages
[ Student Financials
> Academic Advising

& save ‘ 2\ Return te Search | [=] Notify

[- Contributor Relations
[> Set Up HRMS

[> Set Up SACR

- Enterprise Components
[ Waorklist

[ Application Diagnostics
(- Tree Manager

- Reporting Tools

[ PeopleTools

— Return to Portal

— Student Self Service

— Change Wy Password
— My Personalizations

| 11w cvctom pros)

Step | Action

Collapse Menu button.

=

To provide more screen space for the page, you can collapse the menu. Click the

Make sure the correct Institution and Aid Year are entered. Note that you can have
multiple rows of parameters - use the Add a New Row button to add more rows.

Active checkbox selected will be processed.

Click the Active checkbox to select it.

You can have multiple rows of parameters for this process. Only those rows with the

checkbox.

not inadvertently authorize and disburse offered awards.

If the Update Switch checkbox is selected, the process will update the database. To
run the process in test mode (no database changes), clear the Update Switch

The Select Awards in Offered Stat check box is available when the Update Switch
check box is cleared. Select to have the authorization process review only awards in
Offered status. This option is only available when performing a test run, so that you do
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Step Action

7. If you want to limit the processing to certain terms of the aid year, you can check the
Process Selected Term checkbox and then enter the desired term or terms below.

8. If you only want to process certain item types, check the Process Selected Items
checkbox and list the Item Type numbers in the "Select Item Types" area.

9. To run the process, click Run.
Run

‘# MaineStreet
‘Worklist Add to Faverites

New Window I Help I Customize Page

(S

|
=1

Process Scheduler Request

User ID: 0099999 Run Control ID: AUTH
Server Name: I D Run Date: 05114i2008 2]
Recurrence: D Run Time: 9:17:05AM Reset ta Current Date/Time
Time Zone: Q
Process List
Description Process Hame Process Type *Type | *Format Distribution
Background Mass Authorization FAPAUTHS COBOL SQL (None) (None) E] Distribution
oK Cancel

Step | Action

10. | Click OK.
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Authorize Aid

Run Control ID: ~ AUTH

Run Control Parameters

“Institution: |UMS01 S

University of Maine at Augusta

“pidYear: 2009 R 5008 2008 Financial Aid Year
Update Switch

[ Process Selected Terms

Report Manager

First 1 1 of 1 L2 Last

Worklist Add to Favorites

New Window I Help I Customize Page | ,

. Run
Process Monitor

Process Instance:761
Find | View Al First (4] 1 oF1 M Last

FEE

First (21 1 of 1 L Last

Process Instance:

Run Date and Time:

&) save | £\ Return to Search | [=] Motify

Evadd | FElUpda

Step | Action

11.

Click the Process Monitor link.
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# MaineStreet

(S

Process List SenverList

View Process Request For

UserID: 0099999 QA Type: iast | 1 |Days Refresh
Server: Name: [ Q. Instance: | to |

Run ESICEATT [¥] Save On Refresh
Status: Status

Process List Customize | Find | Vi

Select |Instance | Seq. |Process Type w User |Run DatefTime
761

COBOL SQL FAPAUTHS 0099999 05/14/2008 9:10:08AM EDT

Queued

Go back to Authorize Aid

B save | =] Hotify

Process List | Server List

Worklist Add to Favorites

New Window I Help I Customize Page | ,

NIA Details

Step | Action

12. Click Refresh from time to time until the Run Status is Success and the Distribution

Status is Posted.
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Menu
~ Disbursement

isburse Aid
- Disburse
Override
— Process Award
Authorizations
— Process Disbursements
— View Disbursement

with

Status

— Maintain User Edit
Messages

— View Calendar Seftings

ﬁ Dishursement

Main Menu > Final =

Manage the validation and posting of awards to Student Financials.

Disburse Aid

Manualy disburse aid onlin by term.

Process Disbursements

- Authorization Failure

Report
- Reconciliation Report
[» Loans
> Pell Payment
[- ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA
I Satisfactory Academic
Progress
> Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[ Academic Advising
[ Contributor Relations
[ SetUp HRMS
[> Set Up SACR
[ Enterprise Components
[ Waorklist
[ Application Diagnostics
> Tree Manager
> Reporting Tools
- PeopleTools
— Return to Portal
— Student Self Service
— Change My Password
— My Personalizations
— Wy Svstem Profile

Post authorized award amounts to Student
Financials for group posting.

View Calendar Settings

View the Authorization and Disbursement
calendar settings for the institution

=

Disburse Aid With Override
Override awards that have faied
authorization

View Disbursement Status

View the current authorization and
disbursement status for a student's awards.

Authorization Failure Rej

Generate report of awards that have failed
disbursement authorization

Sign out

Edit "Disbursement” Folder

Process Award Authorizations
Evaluate award elgibiity using a batch
process.

Maintain User Edit Messages

Create financial aid-specific ndicators used in
the disbursement processes.

Reconciliation Report

Generate report of students where award
and disbursement amounts do not match.

Step | Action

13.

Fepor

ailure

An excellent report is available to view the results of the batch authorization process.

In the left-hand menu, click Authorization Failure Report.
Autharization F
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Worklist

Add to Favorites Sign out

New Window | Help | ,

Qverride Authorization Failure Rpt
— Process Award
Authorizations Enter any information you have and click Search. Leave fields blank for a list of all values

— Process Disbursements

— View Disbursement Find an Existing Value | Add a New Value

Status
— Maintain User Edit

Messanes Search by: RunControl Dpeginswin|

Authorization Failure [ case Sensitive

— Reconciliation Report
1> Loans gy _ Search | aavanced Search

I Pell Payment
[» ACGISMART Grants y
> Fund Management Find an Existing Value | Add a New Value
[» Return to Title IV Funds
HERA

[ Satisfactory Academic
Progress

[» Financial Aid History

— Manaqe Financial Aid
Years

— View Financial Aid Status

- View Packaging Status
Sumnmary

— Erint Batch Process
Messages

[ Student Financials

> Academic Advising

[- Contributor Relations

[> Set Up HRMS

[> Set Up SACR

- Enterprise Components

[ Waorklist

[ Application Diagnostics

(- Tree Manager

- Reporting Tools

[ PeopleTools

— Return to Portal

— Student Self Service

— Change Wy Password B

— My Personalizations
|\ Suciom oo [~

Step | Action

14. | This report requires a Run Control ID. Either use an existing one or create a new one.
To create a new Run Control ID, click the Add a New Value tab. Enter a name for the
new Run Control ID. Click Add.
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VWorklist Add to Favorites

< Disbursement =] i " B
. s New Window | Help | Customize Page
- Disburse Aid Mow Window | Help | [
— Disburse Aid Wit
Override

Authorization Failure Report

— E Run
Process Disbursements Run Control ID:  AuthRpt Reporthlanages Process Monitor 4
~ View Disbursement -

Status

Maintain User Edit

Messages
Calendar Seftings *Academic Institution: umso1 & University of Maine at Augusta

fion Failure

eport *Aid Year: 2008 Q 2008-2009 Financial Aid Year
— Reconciliation Repott |
[> Loans Term: Q
I Pell Payment
I ACGISMART Grants Fin Aid Type: [~]
[» Fund Management
I» Return to Title IV Funds Source: [~]
HERA
[» Satisfactory Academic ftem Type: Q

Progress
[ Financial Aid History
— Manaqe Financial Aid

Years _
— View Financial Aid Status 1 save | [=] Notity | Eradd| B UpdateiDisplay

- View Packaging Status
Sumnmary
— Erint Batch Process
Messages
[ Student Financials
> Academic Advising

[- Contributor Relations

[> Set Up HRMS

[> Set Up SACR

- Enterprise Components
[ Waorklist

[ Application Diagnostics
(- Tree Manager

- Reporting Tools

[ PeopleTools

— Return to Portal

— Student Self Service

— Change Wy Password B

— My Personalizations
1y evctom Drasl

Step

Action

15.

Enter parameters for the report. The only required fields are Academic Institution
and Aid Year.

You can specify a single Term, a Financial Aid Type and/or Source, or a specific
Item Type for the report. If you leave any of these fields blank, the report will include
all values of the blank fields.

16.

17.

Click OK.

18.

Click the Process Monitor link.

19.

Status is Posted.
Refresh
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= Disbursement New Window | | Customize Page | =1

Disburse Aid

e
B T uSe,.mWo\ o= st [ 3
,M Se“'e“ Name: [ Q, Instance: | o |

Messages RU“ nSmh“'lO" _ [¥] save On Refresh

View Calendar Seftings

Process List Customize | Find | w Al B First 4/ 42 0f 2
— Reconciliation Report Select |Instance | Seq. |Process Type :_;;“:“ user  |Run DateTime Run Status
[> Loans
I Pell Payment Crystal FAQ13 0099999 06/04/2008 9:19:59A1 EDT Success  Posted Details
I ACGISMART Grants

[» Fund Management

[» Return to Title IV Funds
HERA

[ Satisfactory Academic
Progress

[ Financial Aid History

— Manaqe Financial Aid

Years

View Financial Aid Status

- View Packaqging Status

Go back to Authorization Failure Rpt

Sumnmary
— Erint Batch Process ﬂl =] Noify
Messages Process List | Server List
[ Student Financials

[+ Academic Advising
[- Contributor Relations
[> Set Up HRMS
[> Set Up SACR
- Enterprise Components
[ Waorklist
[ Application Diagnostics
(- Tree Manager
- Reporting Tools
[ PeopleTools
— Return to Portal
— Student Self Service
— Change Wy Password
— My Personalizations
Ly Gyotom D

il

Step | Action

20. Click the Details link.
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Sign out

= Dishursement Wi -

e Hewwindow | Help | Gustomize Page |
Disburse Aid With
Override Process Detail

— Process Award
Auhorizalions
Process Disbursements
View Disbursement Instance: 1564 Type: Crystal
Status Name: FA913 Description: Authorization Failure Report

— Maintain User Edit
Messages Run Status: ~ Success Distribution Status: Fosted
View Calendar Settings

Reconciliation Report Run Control ID: AuthRpt Hold Request

I Loans Location: Server Queue Request

I Pell Payment Cancel Request

- ACGISMART Grants SR FE O ista Tagast

[» Fund Management Recurrence:

> Return to Title IV Funds Restart Request
HERA

b Safisfactory Academic
Progress

I Financial Aid History Request Created On: 06/04/2008 9:20:09AM EDT Parameters  Transfer
VM;::; ¢ Finandial Ai¢ Run Anytime After:  06/04/2008 9:19°59AM EDT Message Log

— View Financial Aid Status Began Process At:  06/04/2008 9:20:22AM EDT Batch Timings

- View Packaging Status
Summary Ended Process At 06i04/2008 9:20:28AM EDT View Log/Trace

— Print Batch Process
Messages

[ Student Financials
> Academic Advising
[- Contributor Relations
[> Set Up HRMS
[> Set Up SACR
- Enterprise Components
[ Waorklist
[ Application Diagnostics
(- Tree Manager
- Reporting Tools
[ PeopleTools
— Return to Portal
Student Self Service
— Change Wy Password
— My Personalizations

My Gyctom D

il

0K Cancel

Step | Action

21. | Click View Log/Trace.
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= Disbursement

- Disburse Aid

- Disburse
Override

— Process Award
Authorizations

— Process Disbursements

— View Disbursement
Status

— Maintain User Edit
Messages

with

Recongiliation Report
[> Loans
I Pell Payment
[» ACGISMART Grants
[» Fund Management
[» Return to Title IV Funds
HERA
[ Satisfactory Academic
Progress
[ Financial Aid History
— Manaqe Financial Aid
Years
— View Financial Aid Status
- View Packaging Status
Sumnmary
— Erint Batch Process
Messages
[ Student Financials
[ Academic Advising
[- Contributor Relations
[> Set Up HRMS
[> Set Up SACR
- Enterprise Components
[ Waorklist
[ Application Diagnostics
(- Tree Manager
- Reporting Tools
[ PeopleTools
— Return to Portal
— Student Self Service
— Change Wy Password

— My Personalizations
Ly Suotam Drafil

Sign out
New Window I Help I Customize Page | ,

View Log/Trace

ReportID: 1093 flessagelod
FA913
Run Status: Success

Process Instance: 1564

Name: Process Type: Crystal

Autherization Failure Report
Distribution Details

Distribution Node: DEY

Expiration Date:

File List
Hame tes|

Message Log
FA913 1564 PDF

PeopleSoft Trace File
Distribute To
Distribution 1D Type
User

tetime Created

06/04/2008 9:20:28.000000AM EDT
06/04/2008 9:20:28 000000AM EDT
06/04/2008 9:20°28 000000AM EDT

[Distibuonn |

0099999

Return

Step | Action

22.

The report is a PDF file. Click it to view the report in a new window.
FA913 1564 PDF
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23. | The second step is to process disbursements for the authorized awards.

Navigate: Financial Aid > Disbursement > Process Disbursements.

Workist Add to Favorites Sign out
< Disbursement =] Wi
 Disburse Aid - New Window | Help | neep
— Disburse Aid With
Override Disburse Aid

- Erocess Award
Authorizations

- Proce: rsements

Enter any information you have and click Search. Leave fields blank for a list of all values.
— View Disbursement
Status

Find an Existing Value Add a New Value
— Maintain User Edit
Messages Search by: Run Control ID e gins with |

— View Calendar Seftings
- Authorization Failure [case sensitive
Report

— Reconciliation Report
Filoans g _ Search | Advanced Search

[> Pell Payment
[» ACGISMART Grants
> Fund Management
[ Return to Title IV Funds
HERA
[ Satisfactory Academic
Progress
[ Financial Aid History
— Manage Financial Aid
Years
— View Financial Aid Status
— View Packaging Status
Summary
— Print Batch Process
Messages
[ Student Financials
[ Academic Advising
[+ Contributor Relations
[> Set Up HRMS
[> Set Up SACR
[ Enterprise Components
[ Waorklist
[+ Application Diagnostics
[ Tree Manager
> Reporting Tools
[ PeopleTools
— Return to Portal
— Student Self Service
— Change Wy Password 3
My Personalizations I~

1 tom Deofil

Find an Existing Value | Add a New Value

Step | Action

24. | Either create a new Run Control ID or use an existing one.
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‘# MaineStreet

(S

Disburse Aid

Run Control ID:  DISB

Run Control Parameters

*Institution: WQ University of Maine at Augusta
*Aid Year: IMQ 2008-2009 Financial Aid Year
[l Honor Disbursement Date

[1Process Selected Terms

Report Manager Process Monitor Run

Find | View Al Run Control Parameters [4] 1 or 4 [ Last

[ Active

Grace Period (Days): ﬁ
[[] Process Selected ltems
Select tem
Types

)

Customize | Find | View Al BE  First (] 4 or 1 [¥] Last

[ emtwe [ [ [

Worklist Add to Favorites

New Window I Help I Customize Page | =

FEHE

=

Process Instance:

Run Date and Time:

& save | {2\ Return to Search Hotify

Er Add

Step

Action

25.

authorization process.

Click the Active checkbox to select it.

Notice that this page is almost identical to the parameter page for the batch

You can have multiple parameter rows. Only those rows with the Active checkbox
selected will be processed.

26.

be disbursed as well.

Select the Honor Disbursement Date checkbox to have the disbursement process
compare the disbursement date on the Disbursement ID page against the current date
for all selected financial aid item types. The process disburses only those awards that
have a disbursement date earlier than or equal to the current date. Use the Grace
Period (Days) field to allow disbursement dates within a specified number of days to

For example, assume that you are running the disbursement process on 09/11/09, and
you want to process all awards with disbursement dates of 09/15/09 and earlier. You
would enter 4 in the Grace Period field for these disbursement dates to be processed.

27.

As for the authorization process you can choose to process only selected terms in the
aid year and/or selected item types.
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Step Action

28. Click Run.

Run
29. Click OK.
OK

30. Click the Process Monitor link.

Frocess Monito

(=3

'# MaineStreet

Process List | SemerList

View Process Request For

User ID: 0099999 QU Type: [Jrast [ 1 |Days [ Refresh
Server: [ Hame: [ Q. Instance: | to |

Run [] Distribution [~] [7] save On Refresh
Status: Status

Customize | Find | View All| B

Distribution
Status

N/A

Run Status

COBOL SQL
COBOL SQL

FAPDISBS 0099999 05(14/2008 9:21:24AM EDT
FAPAUTHS 0099999 05M4/2008 9:17:05AM EDT

Queued

Success Fosted

Go back to Disburse Aid

Process List | Server List

First (1] 10 ara (V] Last

Worklist

Add to Favorites Sign out

New Window | Help | Customize Page | ,

Details

Details

Details

Step Action

31. Click Refresh from time to time until the Run Status

Status is Posted.

is Success and the Distribution

32. End of Procedure.
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