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Revising Awards 
 
 
Concept 
 
Use the Student Aid Package page to revise an award. 
 
After you have revised the award for a student, you must run the Validation process successfully 
before you can post the awards to the award tables. 
 
Posting is the final step when you revise an award. 
 
(For more detailed information about awarding students see the documentation on Manual 
Awarding, Auto Packaging, or Mass Packaging.) 
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Procedure 
 
 

Step Action 
1.   Navigate: Financial Aid > Awards > Award Processing > Assign Awards to a 

Student. 
 

  

 

 
Step Action 

2.   On the Award Entry search page, enter the Institution, Aid Year and search criteria 
to identify the student, such as the student's ID. Click the Search button. 
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Step Action 

3.   To adjust the award amount for an award, enter an Action code. To see the choices 
use the Action look up button. 
 

4.   Select a code (probably either O or B).  
 

5.   Enter a new Offered amount in the Offered field.  
 

6.   To cancel an award, select the C Action code. 
 

7.   Having made some adjustments, you must validate. Click the Validate button. 
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Step Action 

8.   Click OK in the validation confirmation message box. 
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Step Action 

9.   Note that the cancelled award has been zeroed out. 
 
To post the changes, click the Post button. 
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Step Action 

10.   Click OK in the posting confirmation message box. 
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Step Action 

11.   If you adjust an award Action, on the Status tab you will see an Adjustment Reason 
link which accesses the Award Adjustment page where you can enter a reason for the 
adjustment. 
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Step Action 

12.   Use the Adjustment Reason look up on the Award Adjustment page to select a 
reason. Use the Loan Reason pull down menu to select a reason for adjusting a loan 
award. 
 

13.   If some funds have already been disbursed for an award, and disbursement protection 
is turned on for that item type, you cannot reduce the award below the amount 
disbursed. 
 
If disbursement protection is NOT on, you can cancel or adjust the award as desired 
and the next time disbursement is run the funds will be removed from the student's 
account. 
 

14.   End of Procedure. 
 
  


