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Manually Disbursing 
 
Concept 
 
There are two components which may be used to manually authorize and disburse aid to a 
student’s account.  The first is Disburse Aid.  This page adheres to all global and item type 
disbursement rules when conducting authorization.  The second page that may be used is 
Disburse Aid with Override.  This page allows you to override all global and item type 
disbursement rules during authorization.  These two pages can be used for authorization only or 
for both authorization and disbursement. 
 
It is important to note that when using either of these pages to disburse, the aid is applied directly 
to the student’s account, bypassing the Student Financials Group Post process.  Therefore, these 
pages should only be used to disburse aid in exceptional circumstances.  Instead, use the batch 
process to perform disbursement (refer to the documentation on batch disbursement). 
 
Using these manual processes, you can only disburse aid for one term at a time.  This helps to 
prevent unintentional disbursement of aid for subsequent terms. 
 
The financial aid award must have a status of Accepted for the Authorization button to be 
available. 
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Procedure 
 
In order to disburse aid, the award must first be Authorized. Authorization checks the global and 
item type disbursement rules. If the aid fails authorization, the funds cannot be disbursed. Some 
corrective action must be taken. 
 
Once the aid is authorized, the funds can be Disbursed. 
 
 

Step Action 
1.   Navigate: Financial Aid > Disbursement > Disburse Aid. 

 
  

 

 
Step Action 

2.   Make sure the correct Institution and Aid Year are entered. Enter data to identify the 
student - for example the student's ID or name. 
 

3.   Click Search. 
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Step Action 
4.   Select the term desired.  

 
  

 

 
Step Action 

5.   You Authorize and Disburse funds one fund and term at a time. To see all the funds 
for the term, click the View All hyperlink. 
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Step Action 

6.   To authorize an award, click the Authorization button on that row.  
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Step Action 

7.   Notice that there is a Messages link, and the Disbursement button is still grayed out. 
Also the Authorized amount is $0.00. This indicates that authorization failed. 
 
To view the messages, click the Messages link. 
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Step Action 

8.   This student did not satisfy several disbursement rules for this fund. To see more 
information, click the Messages link for each of the Message Detail rows. 
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Step Action 

9.   The message indicates what corrective action to take in order to be able to authorize 
the aid. 
 
Click Return to get back to the disbursement page.  
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Step Action 

10.   For special cases, it is possible to override the authorization failure. Note that very few 
financial aid staff will be able to use the override component. 
 
Click the Disburse Aid With Override link in the menu. 
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Step Action 

11.   The Disburse Aid with Override page is identical to the Disburse Aid page, except 
there is an Override Authorization checkbox on each row. 
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Step Action 

12.   The student in this example failed authorization for the State of Maine Grant. On that 
row, click the Override Authorization checkbox. 

 
13.   Click the Authorization button. 
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Step Action 

14.   In the example shown, notice that the Disbursement button is now live, and the aid is 
authorized. 
 
Click the Messages link. 
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Step Action 

15.   A new message has been added, recording the override. The older messages remain, 
giving you an audit trail. For more information, click the Messages link on this page. 
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Step Action 

16.   Click Return. 
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Step Action 

17.   Once aid has been authorized, whether or not rules were overridden, the funds can be 
disbursed. 
 
On the Disburse Aid (or Disburse Aid with Override) page, click the Disbursement 
button. 
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18.   In the example shown, the funds are listed as Disbursed. 
 
Click the Messages link. 
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Step Action 

19.   Another message row has been added, recording the disbursement.  
 

20.   End of Procedure. 
 
  


