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Manual Awarding

Concept

Use the Student Aid Package page to manually award aid by populating the tabs on the page and
inserting additional rows of awards as desired.

You can let the Validation process determine the correct Pell Grant amount for a student, To do
this, enter the Pell Grant financial aid item type, leave the offer amount at zero, and click the
Validate button.

During validation, the Pell Grant amount is calculated based on the student's eligibility and
institutional rules. This amount is returned to the page along with the scheduled disbursements.

After you have entered all awards for a student, run the Validation process before you can post
the awards to the award tables.

Validation checks that the student is eligible for the awards entered and that no packaging rules
have been violated, such as minimum and maximum award limits, aggregate limits, fiscal fund
availability, federal eligibility, and financial aid item type rules. Validation may reduce an award
amount or set an award amount to zero to comply with rules and limits. Validation must be
successful before the Posting routine can be run. Posting is the final step when you are manually
awarding students.
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Procedure

Step Action

1.
Student.

Navigate: Financial Aid > Awards > Award Processing > Assign Awards to a

= Award Processing
— Assign Packaging
Ratings
— Assign Packaging
Variables

Assign Departmental
Awards

— Invoke Professional
Judament

— Perform Mass Action

Worklist Add to Favorites Sign out

b New Window | Help |

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

Find an Existing Value
ID: begins with [ Q

— ldentify Education
Resources

— Expire Anlicipated Aid

(- Aggregates

(- Self Service Awarding

[ Restricted Aid

[+ Motification Letter

— View by Date

— View Award Category
Summary

— View Term Award
Summary

— View Award Earnings
Summary

— View Anticipated Aid ltem
T

Tvpe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursemnent
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

-g [ —
-2 s &
begins with D’i
begins with D’i
beginswin O[]
begins with Dli

| search Clear | BasicSearch Il Save Search Criteria

Aid Year:

National ID:
Campus ID:
Last Name:

First Name:

[<]

Step | Action

Make sure the correct Institution and Aid Year are entered. Enter data to identify the
student - for example, enter the student's ID in the ID field.

Click Search.
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Worklist

Add to Favorites

= Award Processing =] New Window | Hel ize Page | n
i W Customize Page
— Assian Packaging [ ceto | &
Ratings
— Assign Packaging Student Aid Package | Need Summary | Term Summary

Foofram,Hiram ID: 0099999

HEA @

ASS‘ dﬂ Deparimental AidYear: 2009 2008-2000 Federal Aid Year Institution: US04

Awards

— Invoke Professional a
Judament Career: UGRD Undergrad Award Notification

— Perform Wass Action
— dentify Education ~ Packaging Plan ID: Y Agaregate Source: | Défault = Validate Post
Resources
sod: Both D Package Status: Retrieve Reset

— Expire Anticipated Aid Award Period:
[ Aggregates
(- Self Service Awarding

Award Status

“Hbr |Action |Career |‘item Type ’m T p—
[+ Motification Letter Plan

— View by Date

— View Award Category ,_ ’—O‘ UeRD U 00 0.00 |—Q |—O‘ =
Summary

— View Term Award M B save ‘ &L Return to Search ‘ [=] Notify |
Summary y

— View Award Earnings Student Aid Package | Need Summary | Term Summary
Summary

— View Anticipated Aid ltem

[ Restricted Aid

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursemnent
[> Loans
[ Pell Payment
[» ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA

[<]

Step Action

4. Use the Student Aid Package page to manually award aid by inserting additional
rows of awards.

5. The Nbr field will be automatically filled in with 10, 20, 30 ... etc. as you add award
rows.

Fill in the Action field, or use the look up button.

[

6. Your choices for Action are either Offer or Offer/Accept. The Discard action is set by
the system if validation determines that the award is not valid.

Offer/Accepd

7. Enter an Item Type for this award. Click the look up button. If you know a word or
part of a word in the item type description, use the "contains" search choice on the
Description field and enter the characters to search for. Click the Look Up button.

8. Select the item type from the search results.

EUUUU‘1320002G Quality Child Care Scholarship)
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Worklist Add to Favorites Sign out

+ Award Processing
— Assign Packaging
Ratings
— Assign Packaging
Variables

New Window I Help I Customize Page I

Student Aid Package MNeed Summary Term Summary

Foofram,Hiram ID: 0099999

1l

— Assign Deparimental
Awards

AidYear: 2009 2008-2009 Federal Aid Year Institution: UmMs04 ﬁ IE

— Invoke Professional a
Judament Career: UGRD Undergrad Award Motification

— Perform Wass Action

— ldentify Education

Packaging Plan ID: Y

Aggregate Source: Default

Validate Post

Resources -
— Expire Anticipated Aid Award Period: Boin Package Status: Retrieve Reset
[- Aggregates = —
- Self Service Awarding veard e

B F *Disb *Split
Nbr |Action |Career |*item Type ’m Plan Code

[to7 B ucro [poooizzonozo @ Quality Child Care Scholarship 0.00 w0 [Fsa Fsa

=] Eavel S\Return to Searchl [=] Notity |

[ Restricted Aid

[+ Motification Letter

— View by Date

— View Award Category
Summary

— View Term Award
Summary

— View Award Earnings
Summary

— View Anticipated Aid ltem

Accepted

Student Aid Package | Need Summary | Term Summarny

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursemnent
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Step | Action

9. Notice that the Nbr field has been automatically populated.

With the exception of Pell, you must fill in an Offered amount.
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+ Award Processing
— Assign Packaging
Ratings
— Assign Packaaing
bles
n Awards to a
nt
— Assign Deparimental
Awards
— Invoke Professional
Judament
— Perform Wass Action
— ldentify Education
Resources
— Expire Anticipated Aid
[- Aggregates
(- Self Service Awarding
[ Restricted Aid
[+ Motification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursemnent
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Worklist Add to Favorites

New Window I Help I Customize Page I

Student Aid Package MNeed Summary Term Summary

Foofram,Hiram ID: 0099999

AidYear: 2009 2008-2009 Federal Aid Year Institution: UmMs04 ﬁ B

Career: UGRD Q Undergrad Award Nofification
Packaging Plan ID: Q Agaregate Source: | Default Validate Post
Award Period: Both Package Status: Retrieve Reset

Award

Status

C 1 “Disb | *Spiit
Hbr |Action |Career |‘item Type ’m Offered GrEEEnEl Plan | Code

10 B/ UGRD [000013200020

=] Eavel S\Return to Searchl [=] Notity |

Quality Child Care Scholarship 250.0

Student Aid Package | Need Summary | Term Summarny

w0 [Fsa FsQ

Step | Action

10. To add another award row, click the Add a New Row button.

11. | Notice that the Accepted field in the first row of the example has been automatically

filled in. This is because the "B" Action was chosen for that row.

12. | As before, fill in the Action, the Item Type and the Offered amount in the new row.
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+ Award Processing
— Assign Packaging
Ratings

Worklist Add to Favorites Sign out

New Window I Help I Customize Page I

— Assign Packaging Student Aid Package MNeed Summary Term Summary
Foofram,Hiram ID: 0099999
AidYear: 2009 2008-2000 Federal Aid Year Institution: US04 & E
— Invoke Professional a
Judgment Career: UGRD Undergrad Award Motification
— Perform Wass Action =
~ Identify Education Packaging Plan ID: Q Agoregate Source: | DEfault Validate Fost
Resources

— Expire Anicipated Aid Award Period: Botn Package Status: ﬂl &I
[ Aggregates
- Self Service Awarding Awa S
[ Restricted Aid “Nbr |Action |Career |fltem T Description Accepted | oi=0 | SRR
> Notification Letter e it v Plan | Code
- x‘ﬂ"“i DE:}EC . 10 B/ UGRD [000013200020 Quality Child Care Scholarship 250,00 25000 [Fsa [F8q
— View Awar aleqory

Summary 20 B/@ UGRD (000014100030 QL UMM Travel Grant 500.00 50000 [FsQ 8@
— View Term Award

Summary
_ View Award Eamings B save | ARetumto Search | [ notiy |

Summary

— View Anticipated Aid ltem

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Student Aid Package | Need Summary | Term Summary

Step

Action

13.

awards.

Yalidate

After entering awards, you must run the Validation process before you can post the

Click the Validate button.
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(- Aggregates

(- Self Service Awarding
[ Restricted Aid

[+ Motification Letter

— View by Date

— View Award Category

— View Term Award

— View Award Earnings

— View Anticipated Aid ltem
Type

- View Anticipated Aid by

= View Work Study

— View Campus Jobs
— Generate Overaward

— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit

[> Disbursement

[> Loans

[ Pell Payment

[» ACGISMART Grants

[> Fund Management

[> Return to Title IV Funds
HERA =

= Award Processing <]

— Assign Packaging
Ratings
— Assign Packaging

d
sign Departmental
Awards

Student Aid Package

Foofram,Hiram

AidYear: 2009 2008-2009 Federal Aid Year

Worklist

Add to Favorites

New Window I Help I Customize Page I i)

MNeed Summary Term Summary

ID: 0099999

Institution: UMS04

ME @

— Invoke Professional

Judament
— Perform Wass Action

— ldentify Education

Resources
— Expire Anticipated Aid

Summary
Summary

Summary

Term

Approval

Report

Messages

Career:

Packaging Plan ID: a

Award Period:

WindowslntenieExplorer

UGRD Q Undergrad
Aggregate Source: Default E!

Both [v]

Package Status:

Student Aid Package

'I ‘Award Validation completed successfuly. (14420,58)

Verify that the amounts are correct. Remember to "Post” the awards once you are satisfied with the results.

eed Summary [ Term Summary

Award Motification

Validate Post

Disbursement

ﬁq Disbursement

Step

Action

14.

You receive a message that Validation ran successfully. This does not necessarily
mean that all your award rows were validated. If any of the awards were adjusted
during the validation process the message will also direct you to review any messages
associated with the awards. In this case a "Messages" hyperlink will appear to the
right of the disbursement link. Click that link for information on why the award failed

to validate.

Click OK
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Worklist Add to Favorites Sign out

= Award Processing New Window | Hell i g
v Customize Page
— Assign Packaging [ ceto | 1=
Ratings
— Assign Packaging Student Aid Package MNeed Summary Term Summary

Foofram,Hiram ID: 0099999

ME @

AidYear: 2009 2008-2009 Federal Aid Year Institution: UmMs04

UGRD Q Undergrad Award Motification
Post

— Invoke Professional
Judgment

— Berform hlass Aclion

— Identify Educalion
Resources

— Expire Anlicipated Aid

[- Aggregates

[- Self Service Awarding

[ Restricted Aid

[+ Motification Letter

— View by Date

— View Award Category
Summary

— View Term Award
Summary

— View Award Earnings
Summary

— View Anticipated Aid ltem

Career:

Packaging Plan ID: Q Aggregate Source: | Default

Award Period: Botn Package Status:

Awal tatus

“Nbr | Action |Career [item Type Description Offered Accepted

[t [ /@ UGRD 000012200020 g;‘;;‘f;rg;:gm“ 260.00 25000 FS  |FSQ Disbursement

20 ’—O\ UGRD 000014100030 UMM Travel Grant 500.00 500.00 FS ﬁq Disbursement

& save | L\ Return to Search | [=] Notify

Student Aid Package | Need Summary | Term Summarny

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursemnent
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Step | Action

15. Use the Disbursement link for each award to view how the funds will be disbursed.
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= Award Processing
— Assign Packaging
Ratings
— Assign Packaging
Variables
Awards o a

u
— Assign Deparimental
Awards
— Invoke Professional
Judament
— Perform Wass Action
— ldentify Education
Resources
— Expire Anticipated Aid
[- Aggregates
[- Self Service Awarding
[ Restricted Aid
[+ Motification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Award Disbursement Detail

*Sequence: 10 Item Type: 000013200020 Net Award Amount:

Disbursement Plan:  FS +Split Code: [Fs7@  [custom spiit

Disbursement Distribution

Disb ID [Term Award Period Level Offered Accepted| Net Disb Balance

o1 0910
02 0920

Academic
Academic

Worklist

$250.00

First L

Add to Favorites Sign out

New Window I Help I Customize Page I

1-20f2 "l Last
Disbursed

OK Cancel

Step | Action

16.

Click OK to return to the Student Aid Package page.

Last changed on: 11/5/2008 10:46 AM
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+ Award Processing
— Assign Packaging
Ratings
— Assign Packaging
Variables
n Awards to 3

— Assign Deparimental
wards

— Invoke Professional
Judament

— Perform Wass Action

— ldentify Education
Resources

— Expire Anticipated Aid

[- Aggregates

[- Self Service Awarding

[ Restricted Aid

[+ Motification Letter

— View by Date

— View Award Category
Summary

— View Term Award
Summary

— View Award Earnings
Summary

— View Anticipated Aid ltem

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursemnent
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Student Aid Package

Foofram,Hiram

Aid Year: 2009

MNeed Summary

2008-2009 Federal Aid Year

Term Summary

Home

Add to Favori

New Window I Help I Customize Page I

ID: 0099999

Institution:

UMS04

ME @

Career:

Award Period:

20 [ /@ ueGRD 000014100030

& save | (E\Return to Search

UGRD Q Undergrad
Packaging Plan ID: Y

d
“Hbr | Action |Career [item Type W Offered iz 2:.::

[10” @ uerD 000013200020

Package Status:

Quality Child Care
Scholarship

UMM Travel Grant

250.00

[=] Notify

Student Aid Package | Need Summary | Term Summarny

Aggregate Source: Default

500.00 500.00 FS

Award Motification

ed Retrieve Reset

*split
Code

250.00 F§

ﬁq Disbursement

Step

Action

17.

Click the Status tab.

Page 10
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= Award Processing
— Assian Packaging
Ratings
— Assiagn Packaging
bl

Invoke Professional
Judament
— Perform Wass Action
— ldentify Education
Resources

— Expire Anticipated Aid

[- Aggregates

(- Self Service Awarding

[ Restricted Aid

[+ Motification Letter

— View by Date

— View Award Category
Summary

— View Term Award
Summary

— View Award Earnings
Summary

— View Anticipated Aid ltem

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

[<]

WWorklist Add to Favorites

New Window I Help I Customize Page I e
Student Aid Package MNeed Summary Term Summary
Foofram,Hiram 1D: 0099999
Aid Year: 2009 2008-2009 Federal Aid Year Institution: UMs04 g E O
Career: UGRD a Undergrad Award Notification
Packaging Plan ID: Q Agaregate Source: | Default [+] Validate Post
Award Period: Both D Package Status: Retrieve Reset

Award Status

*Hbr |Action |Career |item Type Lock | NeedOverride | Override |Charge Priority |Award Status

| '@ uerD 000013200020 D = [0 [FAOTHIGQL  Accepted
[Tla. ucero  oooo14100030 O @ D [] [FAOTHIGQL  Accepted

| & save ‘ L\ Return to Search ‘ =] notify |

Student Aid Package | Need Summary | Term Summary

Step

Action

18.

judgment.

accesses the
adjustment.

The Award Status can be Offered, Accepted, Canceled or Declined.

Award Adjustment page where you can enter a reason for the

The PJ checkbox is selected if an award was added or modified using professional

The Lock checkbox prevents Auto or Mass Packaging from overwriting the award.

Use the Need Override checkbox to prevent the system from changing the award
amount when the student's need changes.

The Override checkbox allows the award amount to exceed the award amount limits
defined for this item type.

The Charge Priority is automatically set to the charge priority set for this item type.

If you adjust an award Action, you will see an Adjustment Reason link which

Last changed on: 11/5/2008 10:46 AM
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Step | Action

19. | To view the effect of these awards on the student's need, click the Need Summary
tab.

20. In the example below, note that the student's need has been reduced.

Worklist Add to Favorites Sign out

= Award Processing [a] \ B
— Assign Packagin nad New Window | Help | Customize Page | nep

Ratings
— Assign Packaging Student Aid Package Need Summary Term Summary
Vari

Foofram,Hiram 10: 0099999
— Assian Deparimental AidYear: 2009 2003-2009 Federal Aid Year Institution:  UMS04
Awards
— Invoke Professional
Judgment
_ Perform Mass Action Award Period:  Academic EFC Status:  Official
— |dentify Education
Resources 3 Inst Year COA: Pell Year COA:  16,070.00
— Expire Anticipated Aid SRdire o 16,070.00 16,070.00 g
(- Aggregates Prorated EFC: 0 Institutional EFC: 0 Alt Pell COA: 6,190.00
[+ Self Service Awarding — —
[> Restricted Aid Pell LTHT: 7.890.00
b Notification Letter S 16.070.00  InstNeed: 16,070.00
— View by Date Montgomery Gl BillAmeriCorps: 0 Montgomery Gl BilllAmeriCorps: 0
- View Award Category R R
Summary N/B Aid (Fed): 750.00 NiB Aid (Inst): 0.00
— View Term Award Special Need/Cost Aid (Fed): 0.00 Special Need/Cost Aid {Inst): 0.00
Summary
— View Award Earnings Total Aid (Fed): 750.00 Total Aid (Inst): 0.00
Summary
— View Anticipated Aid ltem

HEe

Need Summary by Award Period Find First [4] 10f2 ] Last

Unmet Need (Fed): 15,320.00 Unmet Need (Inst): 16,070.00

Tipe
- ¥::n Anticipated Aid b Unmet COA(Fed): 15,320.00 Unmet COA(Inst): 18,070.00

— View Work Study
_:L‘E";“;aa'm - & save| Q.ReturntoSearch | [Z] Notify
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[» Disbursement
[» Loans
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA

 Student Aid Package | Need Summary | Term Summarny

[<]

Step Action

21. | Toview Term information, click the Term Summary tab.
Term Summary

Page 12 Last changed on: 11/5/2008 10:46 AM
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= Award Processing
— Assign Packaging
Ratinas
— Assign Packaging
Variables
ign Awards to a
dent
— Assign Deparimental
wards
— Invoke Professional
Judament
— Perform Wass Action
— ldentify Education
Resources
— Expire Anticipated Aid
[- Aggregates
[- Self Service Awarding
[ Restricted Aid
[+ Motification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Student Aid Package | Need Summary

New Window I Help I Customize Page I h

Term Summary

Add to Favorites

Foofram, Hiram 1D: 0099999 (=]
Aid Year: 2000  2008-2000 Federal Aid Year Institution: UMS04 B
Term Budget Find First [ 1012 O Last
Term: 0920 2009 Spr Career: UGRD Undergraduate

Dependency Status:  |ND Housing: Off Campus Inst Term COA: 8,035.00
Academic Level: First Year Residency:  In-State Fed Term COA: 8,035.00

FA Load: Full-Time Total Aid: 0.00

FA Term Data Find First [ 1012 O Last
Term: 0920 2009 Spr Career: UGRD Underaraduate

Weeks of Instruction: 15 Prim Prog: ARLE Expected Grad Date:

Academic Level: First Year Acad Plan:  CMY-BA

FA Load: Full-Time Sub-Plan:

NSLDS Loan Year: AstYrPrv

) save | Retum to Searen | =] oty |

Student Aid Package | Need Summary | Term Summary

Sign out

)

Step

Action

22.

Note that the Term Summary data is by term.

Last changed on: 11/5/2008 10:46 AM
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Worklist Add to Favorites

= Award Processing New Window | Hell i g
v Customize Page
— Assign Packaging [ ceto | 1=
Ratings
— Assign Packaging Student Aid Package MNeed Summary Term Summary
riables

Foofram,Hiram ID: 0099999
--:55‘ dﬂ Departmental AidYear: 2009 2008-2000 Federal Aid Year Institution: UMS04 & E
Awards

— Invoke Professional a
Judament Career: UGRD Undergrad Award Motification

— Perform Wass Action
— ldentify Education
Resources
— Expire Anticipated Aid
[- Aggregates
(- Self Service Awarding
[ Restricted Aid
[+ Motification Letter
— View by Date
— View Award Category

Packaging Plan ID: Q Agaregate Source: | Default Validate Post
Award Period: Both Package Status: | P! Retrieve Reset

Award Status

B Disb | *Split
Nbr |Action |Career |item Type W Offered Accepted | pn | Code

[t [ /@ UGRD 000012200020 Quality Child Care 260.00 25000 Fs  [FSCy Bishlrsemen

Scholarship

20 ’—O\ UGRD 000014100030 UMM Travel Grant 500.00 500.00 FS ﬁq Disbursement

Summary

— View Term Award
Summary

— View Award Earnings
Summary

— View Anticipated Aid ltem

& save | L\ Return to Search | [=] Notify

Student Aid Package | Need Summary | Term Summarny

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursemnent
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Step

Action

23.

A new award row can be inserted between two existing awards by entering a number
in the Nbr field that is between the numbers of the existing rows. In that way you can
control the order in which the awards are processed.

On the new award row, enter an action, an item type and an offered amount. Then
validate.

Page 14
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Worklist

+ Award Processing
— Assign Packaging
Ratinas
— Assign Packaging Student Aid Package MNeed Summary Term Summary

Add to Favi

Variables

orites

Sign out

New Window I Help I Customize Page I

[- Aggregates

[- Self Service Awarding
[ Restricted Aid
[+ Notification Letter

Award Status

“Nbr |Action |Career |item Type Description

— View by Date ,— Quality Child Care ,— .

— View Award Categary 10 |—Q UGRD 000013200020 Scholarship 250.00 260.00/ F8 ﬁo‘ Disbursement
Summar

fmﬁwam 20 |—Q UGRD 000014100030 UMM Travel Grant 500.00 500.00 FS ﬁo\ Disbursement
Summary Fed Acad ,7 ,7 "

— View Award Earnings UGRD 000010202008 Competitiveness Grant 0.00 0.00 ’EO‘ EO‘ —
Summary

~ View Anticipated Ald itern B save | L Return to Search | [=] Notify

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Student Aid Package | Need Summary | Term Summary

Foofram Hiram ID: 0099999
— Assian Departmental AidYear: 2009 2008-2000 Federal Aid Year Institution: US04 il
Awards
— Invoke Professional a
Judament Career: UGRD Underarad ard Notification
— Perform Mass Action ,7Q Default
— Identify Education Packaging Plan ID: Agaregate Source: | D#au! J il
Resources . Complete Retrieve Reset
— Expire Anlicipated Aid Award Period: Eotn Package Status: | -"FE

Step | Action

24. | If you add an award that fails validation, the system sets the Action field to "X"

(Discard) and a Message link appears on the row.

Click the Message link to see the reason for the failure to validate.
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= Award Processing
— Assign Packaging
Ratings
— Assign Packaging
Variables

Assign Departmental
Awards
— Invoke Professional
Judament
— Perform Wass Action
— ldentify Education
Resources
— Expire Anticipated Aid
(- Aggregates
(- Self Service Awarding
[ Restricted Aid
[+ Motification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursemnent
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

[=]

Packaging Message

*Nbr: 30 Message Number: 9232

Item Type: 000010202008 Action:  Discard

The student is not eligible for an ACG andfor SMART Grant due to
eliginility status, missing disbursement plan term(s), less than Full
Time FA Load status, or HERA Academic Level incompatibility for this

grant program. Note that this may be due to a combination of these
factors since eligibility is assessed on a term-by- term basis.

Return

Add to Favorites Sign out

New Window I Help I Customize Page I

Step

Action

25.

Click Return to return to the award page.
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+ Award Processing
— Assign Packaging
Ratings
— Assign Packaging
Variables

— Invoke Professional
Judament
— Perform Wass Action
— ldentify Education
Resources
— Expire Anticipated Aid
[- Aggregates
[- Self Service Awarding
[ Restricted Aid
[+ Motification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursemnent
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Home Sign out

New Window I I Customize Page I nie
Student Aid Package MNeed Summary Term Summary
Foofram,Hiram ID: 0099999
AidYear: 2009 2008-2009 Federal Aid Year Institution: UMS04 & E

Career: VGRD Q Undergrad

Packaging Plan ID: Y
Both

Award Motification

Validate Post

Aggregate Source: Default
pplie Retrieve Reset

Package Status:

Award Period:

Awal Status

“Nbr | Action |Career [item Type Description Offered Accepted

[t [ /@ UGRD 000012200020 Quality Child Care [ 25000 [ 25000 Fs

Scholarship
20 ’—O\ UGRD 000014100030 500.00 500.00 FS

UMM Travel Grant

ﬁq Disbursement

& save | L\ Return to Search | [=] Notify

Student Aid Package | Need Summary | Term Summarny

Step | Action

26.

The final step is to Post the awards. Click the Post button.
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= Award Processing
— Assign Packaging
Ratings
— Assign Packaging
Variables

— Invoke Professional
Judgment
— Berform hlass Aclion
— Identify Educalion
Resources
— Expire Anlicipated Aid
(- Aggregates
[- Self Service Awarding
[ Restricted Aid
[+ Motification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Tipe
- View Anticipated Aid by
Term
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

Worklist Add to Favorites Sign out

New Window I Help I Customize Page I

Student Aid Package | Need Summary | Term Summary

Foofram,Hiram ID: 0099999

AidYear: 2009 2008-2009 Federal Aid Year Institution: UmMs04 ﬁ IH

Career: UGRD Q Undergrad Award Notification
Packaging Plan ID: Q Agaregate Source: | Default Validate Post
Award Period: Botn Package Status: | COmPleted ﬂl &I

WG oyys xploren

&

Award Posting completed successfully. (14420,61)

Awards were successfully posted. You should verify that all award amounts and disbursements are correct, Make Fglcy

appropriate adjustments as necessary.

Disbursement

Disbursement

Step

Action

217.

button.

You will receive a message confirming that the posting was successful. Click the OK
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Worklist

Add to Favorites

= Award Processing [=] New Window | Hel ize Page | o)
i W Customize Page
— Assign Packaging [ ceto | 1=
Ratinas
— Assign Packaging Student Aid Package MNeed Summary Term Summary

Foafram Hiram 1D: 0099999

d
& Sl dﬂ Departmental AidYear: 2009 2008-2000 Federal Aid Year Institution: US04 il
Awards
— Invoke Professional a
Judament Career: UGRD Underarad Award Motification
— Perform Mass Action N
— Identify Education Packaging Plan ID: Q Aagregate Source: | Defaut [ Validate M

Resources i
Award Period: Both [~ Package Status: Relrieve Reset

— Expire Anticipated Aid
[- Aggregates

> Self Service Awarding veard =ity _

E Eii?cg;:nﬂfe o “Nbr ’E’g ltem Type Description Offered | Accepted ’E’E

e T [t [ /% uskD ooopiszoonzo  Gamboncere [ 25000 25000 Fs  [FS Disbursement

,%Mam [207 [ @ ucrD 000014100030 UMM Travel Grant [ so000 [ s0000 Fs  [FSQ Disbursement
ST [30° [x @ werD 000010202008 Fed Acad 000 [ 000 [37/Q [37T/Q Disbursement figssage

— View Award Earnings Competitiveness Grant
Summary

- View Anticipated Aid ltem B save ‘ O\Return to Search |  [Z] Notify

Tipe
- ¥—D—Y§’"_"ﬂ"‘m'c' ated Aid b Student Aid Package | Need Summary | Term Summary
= View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
[ Pell Payment
[» ACGISMART Grants
[> Fund Management
[> Return to Title IV Funds
HERA

| SS—S—S—|= "

[<]

Step

Action

28.

The Reset button removes any award lines which have not been posted.

29.

The Pell Grant award can be entered manually with a zero Offered amount. When you
validate, the system will calculate the Pell amount and enter it for you.

However this will only work if the PJ and Lock checkboxes on the Pell award row are
NOT selected.

30.

Enter an award row for Pell and leave the Offered amount zero. Click Validate.
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= Award Processing
— Assign Packaging
Ratings
— Assign Packaging
Variables

— Invoke Professional
Judgment
— Berform Wass Aclion
— Identify Educalion
Resources
— Expire Anlicipated Aid
I- Aggregates
I Self Service Awarding
[ Restricted Aid
[ Notification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Tipe

- View Anticipated Aid by
Term

— View Work Study
Approval

— View Campus Jobs

— Generate Overaward
Report

— View Award Activity

— View NSLDS Loan Data

— Maintain User Edit
Messages

[> Disbursement

[> Loans

I Pell Payment

[» ACGISMART Grants

[» Fund Management

[» Return to Title IV Funds

HERA

Add to Favorites Sign out

New Window I Help I Customize Page I

Student Aid Package MNeed Summary Term Summary

Foofram Hiram ID: 0099999

Aid Year: 2009 2008-2009 Federal Aid Year Institution: UmMsS04 ﬁ IB

Career: UGRD Q Ungergrad Award Notfication
Packaging Plan ID: a Agaregate Source: | Default J Post
Award Period: Botn Package Status: |~ _Retieve | Reset |

Awal us
*Nbr |Action |Career |item Type Description
[0 [ @ ueRD 000013200020 Quality Child Care

Scholarship
[20 [ @ UGRD 000014100030 UMM Travel Grant
[30 X @ UGRD 000010002008

250.00 250.00 F8

500.00 500.00 FS
0.00 0.00 EO\ EO\ Disbursement Message

ﬁo\ Disbursement

ﬁQ Disbursement

Federal Pell Grant

2 Eavel L\ Return to Searchl [=] Notity |

Student Aid Package | Need Summary | Term Summary

Step | Action

31.

Message

View the error message. Click the Message link.
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— Assign Packaging
Ratings
— Assign Packaging
Variables

sign Departmental
Awards
— Invoke Professional
Judgment
— Perform WMass Action
— ldentify Education
Resources
— Expire Anticipated Aid
I- Aggregates
I Self Service Awarding
[ Restricted Aid
[ Notification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Tipe
- View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
I Pell Payment
[» ACGISMART Grants
[» Fund Management
[» Return to Title IV Funds
HERA

L

=]

Packaging Message
“Nor: 30 Message Number: 9126
Item Type: 000010002008 Action:  Discard

An award thatis coded with a professional judgment, need override, or
a locked award indicator cannet have a zero value. If required, please

make the appropriate corrections and repackage this student.

Return

WWorklist Add to Favorites

New Window I Help I Customize Page | ,

Sign out

Step

Action

32.

Return.

[Returd

The validation failed because the Lock checkbox was selected by default. Click

Last changed on: 11/5/2008 10:46 AM

Page 21




Process Document
Financial Aid: Manual Awarding-041808

Maine’s
Public
Universities

UMIVERSITY OF MAINE SYSTEM

= Award Processing
— Assian Packaging
Ratings

Add to Favorites Sign out

New Window I Help I Customize Page I ,

— Assign Packaging Student Aid Package MNeed Summary Term Summary
Variabl
Foofram,Hiram 1D:

— Assion Deparimental
wards

Aid Year: 2009 2008-2009 Federal Aid Year

Institution:

0099999

ME®

UMS04

— Invoke Professional
Judgment
— Berform Wass Aclion
— Identify Educalion
Resources
— Expire Anlicipated Aid
I- Aggregates
I Self Service Awarding
[ Restricted Aid
[ Notification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Career: UGRD Q
Packaging Plan ID: a

Both

Undergrad

Award Period:

Awal atus

Quality Child Care
Scholarship

UMM Travel Grant

10 | @ UGRD 000013200020
20 [ ]@ UGRD 000014100030

[30 B]@ UcRD [pooo10002008 @

2 Eavel L\ Return to Searchl [=] Notity |

Federal Pell Grant

Tipe
— View Anticipated Aid b Student Aid Package | Need Summary | Term Summary
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
I Pell Payment
[» ACGISMART Grants
[» Fund Management
[» Return to Title IV Funds
HERA

L

Agaregate Source:  Default

Package Status: | ~°

“Nbr | Action |Career |item Type Description Offered
250.00 25000 FS

500.00 500.00 FS
0.00 000 aTa ITa

Award Motification

Validate Post
Retrieve Reset

ﬁo\ Disbursement

ﬁQ Disbursement

Step | Action

33. Click the Status tab to find the Lock checkbox.
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= Award Processing
- Assian Packaging
Ratings
— Assign Packaging
Variables

Student Aid Package MNeed Summary

Foofram,Hiram

— Assion Deparimental
wards

Aid Year: 2009 2008-2009 Federal Aid Year

Add to Favorites

New Window I Help I Customize Page I ,

Term Summary

1D: 0099999

Institution: UMS04 g B @

— Invoke Professional
Judgment
— Perform Wass Action

— ldentify Education

Career: UGRD Q
Packaging Plan ID: a

Resources 3 Ol

— Expire Anlicipated Aid Award Period: Both

[» Aggregates

1> Self Service Awarding awant Shie

I* Restricted Aid “Nbr |Action |Career

¢ Notfieation Letter [0 | /& USRD 000013200020

— View by Date

~ View Award Catego 20 [ & UGRD 000014100030
Summary

— T 30 8@ ucrD [ooooio00z008 |
Summary

S ZEns & save | O\ Return o Search | [=] notity |
Summary

— View Anticipated Aid Item || Student Aid Package | Need Summary | Term Summary
Tipe
- View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
I Pell Payment
[» ACGISMART Grants
[» Fund Management
[» Return to Title IV Funds
HERA

L

Undergrad

Award Motification

Validate Post
Retrieve Reset

PJ | Lock | MNeedOverride | Override |Charge Priority |Award Status

Agaregate Source:  Default

Package Status: C

B [0 |FAOTHIQ  Accepted
.4} [0 |FAOTHIQ,  Accepted
.4} O [FATV @ Accepted

Sign out

Step | Action

34. Click to deselect Lock.

35. | Validate again.

Validate
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= Award Processing
— Assian Packaging
Ratings

— Assign Packaging Student Aid Package MNeed Summary Term Summary

WWorklist Add to Favorites Sign out

New Window I Help I Customize Page I nn

Variables

nt
Assion Departmental
ards

— Invoke Professional
Judgment Career:
— Perform WMass Action
— ldentify Education
Resources
— Expire Anlicipated Aid
I- Aggregates
I Self Service Awarding
[ Restricted Aid
[ Notification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Quality Child Care
Scholarship

UMM Travel Grant

10 | @ UGRD 000013200020

20 [ ]@ UGRD 000014100030

[30 [ /@ UGRD 000010002008 Federal Pell Grant

2 Eavel L\ Return to Searchl [=] Notity |

Tipe
— View Anticipated Aid b Student Aid Package | Need Summary | Term Summary
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
I Pell Payment
[» ACGISMART Grants
[» Fund Management
[» Return to Title IV Funds
HERA

L

Foofram,Hiram 0099999
AidYear: 2008 2008-2000 Federal Aid Year US04 HE®
UGRD D Undergrad Award Motification
Packaging Plan ID: a Agaregate Source:  Default Past
Awiard Period: Both Package Status: | =°P/l° _Reteve | Reset |
Award Status
“Hor ’E’@ Item Type Description Offered R

250.00 250,00 FS ﬁo\ Disbursement
500.00 500.00 FS ﬁQ Disbursement
4,310.00 4,310.00] 3T EQ Disbursement

Step | Action

36. | During the validation process, the Pell amount was calculated and filled in on the

award row.

Click the Post button to post the award.

37. | Click OK
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'# MaineStreet

Search: =

®

[ My Favorites

[ University of Maine Systems

[- Self Service

[ Waorkforce Administration

> Campus Community

[ Student Recruiting

[- Student Admissions

[ Records and Enrollment

> Curriculum Management

= Finandial Aid

I» File Management

I» Insfitutional Application
Data

I» Federal Application Data

> Canadian Application Data

[ Verification

[» Financial Aid Term

> Budgets

I Awards

> Disbursement

[» 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 Sf

= Vier ckag

Summary
— Print Batch Process

Messages

[- Student Financials

> Academic Advising

[- Contributor Relations

[+ Athletic Tracking

(> Athletic Tracking

[ Set Up HRMS

[> Set Up SACR
L

Worklist Add to Favorites. _Sign out
Mew Window | Help | C Page | &
Financial Aid Status
Joe Student 1D: 0900000 E & Q
Aid Year: 2009 2008-2009 Financial Aid Year Institution: UMS05 -
EFC Status: Unofficial TERM [SIRInformation Database Matches — Meed Summary PELL  PELL C. Override
Counselor: Q
[Aid Processing Status: | Packaging Completed [~ j Award Notification
Aid Application Status: | ACive 8 .. Packaging Method: Counselor [ pisbursement Hold: [¥]
Scholarship Status: Noteval [ Academic Career: Q
Review Status: Incomplete [ @ackag‘gg Plan ID: ‘ Q j
INST Verification Status: | Mon Select [ Aggregate Source: pefault [ aggregate Used:
Verification Flag: NotRead [ *Satisfactory Academic Progress: SAP Details
Verification Status: Mot Select [1] Loan Entrance Interview Status: B Eextiterview: [+]
Self-Service
Award Access: Denied [ Inquiry Access
& save ‘ £\ Retumn to Search ‘ Notify |
i I B

Step

Action

38.

Note: When you manually package a student the Packaging Completed flag is set,
with no Packaging Plan ID (see the example of a student's Packaging Status Summary
page). If you want this student to be included in mass packaging, you will need to
manually reset the Aid Processing Status to Applied or Ready to Package.

Also, the FAN Letter Assignment process will not select the manually packaged
student for FAN assignment if there is nothing in the Packaging Plan ID field.
Therefore, if you wish to send a manually awarded student a FAN letter, you need to
manually assign the FAN communication.

39.

End of Procedure.
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