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Revising a Budget Manually

Concept

Use the Maintain Term Budgets component to manually create or maintain an existing term
budget.

It is important to note the difference between Standard and Non Standard budget categories.

Standard budget categories are those that are assigned during the batch budget process. These are
typically tuition and fees, room and board, books and supplies, travel, miscellaneous, and
sometimes loan fees. Any categories set up to be included in the batch budget process will be
automatically updated whenever budgets are run.

Non Standard budget categories are available to assign to students but are not assigned
automatically by the batch budget process. Examples of these categories might be computer
expenses, dependent care costs, or additional tuition and fees expenses.

Most Standard budget categories have a corresponding Non Standard category, usually called
"Other" or "Additional." For example, if the Standard budget category is Travel, the Non
Standard category might be Other Travel. A budget increase should typically be made by adding
the correct Non Standard category. The reason is that any category included in the batch process
will be updated and therefore possibly changed when budgets are run. Any Non Standard
category will not be adjusted when budgets are run.

For example, you initially budget a student $500 for books. The student appeals because he has
unusually high book costs for one term. If you increase the existing Standard Books item to $700
and the student is later run through the batch budget process, the budget amount will be reset back
to the standard amount. Using the Non Standard "Other Books" item ($200 in our example) will
avoid this problem.

Budget reductions must be made to existing line items, since negative numbers can not be
entered. If you make reductions, you may want to use the Budget Lock option in conjunction with
the Budget Assign Flag process (see documentation on Budget Assign Flag).
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Procedure

Step Action

1. Navigate: Financial Aid > Budgets > Maintain Term Budgets.

Worklist

Add to Favorites Sign out

I» Canadian Application Data | New Window | Help | B,
I Verification

I Financial Aid Term Budget Maintenance

= Budgets

I Assign Budgets Enter any information you have and click Search. Leave fields blank for a list of all values

— Create Student Budget
— Waintain Term Budgets Find an Existing Value
— View Student Budget

Summary D: begins with v (0993991 Q

— View Batch Budget

Details Academic Institution: = v UMS04 Q
[> Awards Aid Year: - 8 ,72005 Q

[» Disbursement

I Loans National ID: begins with |||

e e Campus ID: begins with |||

[» ACGISMART Grants

I Fund Management Last Name: begins with |||

et toTite IV Funds First Name: begins with |

1> Satistactory Academic [include History [ Case Sensitive
Progress

[> Financial Aid History

e Em g fad Search | Clear | Basic Search [l Save Search Criteria
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
[+ Waorldist
[ Application Diagnostics
[ Tree Manager
> Reporting Tools
> PeopleTools
— Return to Portal
— Student Self Service
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

<

Step Action

2. Enter search criteria to identify the student, the Institution and the Aid Year.

Click the Search button.

Page 2 Last changed on: 10/28/2008 1:52 PM




Maine's Process Document
o Financial Aid: Revising a Budget Manually-092608

Universities

UNIVERSITY OF MAINE SYSTEM

Worklist

Add to Favorites Sign out

> Canadian Application Data | ** New Window | Help | C: Pace | B
[» Verification

[> Financial Aid Term .
~ Budgets Student Budget Maintenance
I Assign Budgets
— Create Student Budaget Pat Student ID: 0999991
— Maintain Term Budgets
— View Student Budget

Summary

Aid Year: 2008 2007-2008 Financial Aid Year Institution:  UKS04

Find  First 1 4012 B Last
— View Batch Budaet — B
Details “Career: “' Undergraduate FATerm Higed Summani StudentDetail

qhuants “Term: 82 2008 Spr Awd Period: nstr Week: | 150 []Budget Lock

[» Disbursement

b Loans
- Pell Payment NStCOA:  12,180.00 [
> ACGISMART Grants Eff Date: 10292007 | goquence: | 1 useriD: FAPBUDMV HME @ FedCOA:  12.480.00
[> Fund Management ’7 Pell COA. }
> Return to Title IV Funds . |UBATCHQ, 1218000
Filien Budget Group: UGBATCH D 3048.00

[ Satisfactory Academic
Progress
[ Financial Aid History

uste
*Category |*item Code User ID Amount  |item Class Pell Amt
— Manage Financial Aid

Years BOOK O |UGBK O Books FAPBUDMY 400.00] Federal 400.00 100.00 =
— View Financial Aid Status
_ View Packaging Stalus Hous Q |RMBDOO & RoomBoard FAPBUDMV 3,130.00] Federal 313000 | 78300 =
_mﬂ Ra— MIsC Q. [msc Q. Misc FAPBUDMY 800.00/ Federal 800.00 200.00 =

Messages TRAV @ [TRVL Q@ Travel FAPBUDMY 450,00 Federal 450,00 113.00 =

[ Student Financials
- Academic Advising TUT @ [UGOSTU @ Tuition_O FAPBUDMY 7,400.00 Federal 7,400.00 [ 1,850.00 =
(> Contributor Relations
[> Set Up HRMS

[> Set Up SACR =] Savel L\ Return to Searchl [=] Notify FUpdate/Displa: | /2 Include History |
[+ Enterprise Components
[ Waorklist

[ Application Diagnostics
> Tree Manager

- Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary ~

Step | Action

3. The student in this example has budgets built for two terms, and the rows are in
reverse order. To look at the first term, click the Show next row button.

Make sure you are working with the correct term.

O]
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Worklist Add to Favorites Sign out

[> Canadian Application Data
[» Verification
[> Financial Aid Term .
~ Budgets Student Budget Maintenance
I Assign Budgets
— Create Student Budget Pat Student 1D: 0999991
- udgets
— AidYear 2008 2007-2008 Financial Aid Year nstitution: __UKS04

Summany

- View Batch Budget o
Details *Career: - Undergraduate FATerm Need Summary Student Detail

qhuants “Term: 81 2007 Fall Awd Period: nstrweek: | 150 [] Budget Lock

[» Disbursement

A Mew Window | Help | C Page | B,

> Loans Find First I 1 of 1 L2 Last
> Pell Payment Inst COA: 828000 [
1> ACGISMART Grants Eff Date: 10292007 | goquence: | 1 useriD: FAPBUDMV HME @ Fed COA: 8.280.00
I> Fund Management — COA. ’
> Return to Title IV Funds . |UBATCHQ, P B
Retu Budget Group: UBATCH S p—_ 304400

[ Satisfactory Academic
Custol
Progress

*Category |*item Code User ID Amount  |item Class Pell Amt
— Manage Financial Aid

[ Financial Aid History

Years BOOK O |UGBK O Books FAPBUDMY 200.00] Federal 400.00 100.00
— View Financial Aid Status
_ View Packaging Stalus Hous Q |[RMBDOO & RoomBoard FAPBUDMV 3,130.00] Federal 313000 | 78200
Summary MISC Q. [msc Q. Misc FAPBUDMY 800.00/ Federal 800.00 200.00

— Print Batch Process

Messages TRAV Q| TRVL Q Travel FAPBUDMY 450.00 Federal 450.00 112.00

[ Student Financials
[» Academic Advising TUIT S UGDSTU & Tuition_0 FAPBUDMY 3,700.00 Federal 7,400.00 1,850.00

[> Contributor Relations

- SetUp HRMS

[> Set Up SACR & save | L\ Return to Search | [=] Notify 3 | Al Include History |
[+ Enterprise Components

[ Waorklist

[ Application Diagnostics
> Tree Manager

- Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary ~

Step | Action

4. You can look up additional data about the student using the links on this page.

Click the FA Term link.
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Add to Favorites Sign out

I Canadian Application Data |* Mew Window | Help | C page | B

[> Verification

b Financial Aid Term Financial Aid Term

= Budgets
[» Assign Budgets 1] 10f1 (¥ Last

Maintain Term Bu: Term: 0810 2007 Fall Biafistics
- View Student Budget . - .
Summan Eff Date: 10/24/2007 Effective Status: Active

— View Batch Budget
Details Career: Undergraduate NSLDS Loan Year: ASTYT Nyt

[ Awards Prim Prog: Arts & Letters - UMM Financial Aid Load: Half-Time

I;El;sﬂt:‘;rsemem Acad Plan:  Interdisciplinary Fine Arts Form of Stud Enraliment
I Pell Payment Sub-Plan: Theatre Approved Academic Load:  Full-Time

[» ACGISMART Grants ) §
[ Fund Management AcadYear. 2008 Academic Load: Hal-Time

1> Return to Title IV Funds FA Standing: Acad Level - Term Start:
HERA
I Satisfactory Academic Withdrawal \ Cancel: Admit Term: 2007 Fall
Progress WIC Reason: Exp. Graduation Term:
[ Financial Aid History .
— Manage Financial Aid \WIC Date: e o
Years
— View Financial Aid Status Return
— 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 My Password
— My Personalizations
— My System Profile
— My Dictionary ~

Step | Action

5. Click the Return link.
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[> Canadian Application Data
[» Verification
[> Financial Aid Term .
~ Budgets Student Budget Maintenance
I Assign Budgets
— Create Student Budget Pat Student ID: 0999991
- udgets
— AidYear 2008 2007-2008 Financial Aid Year nstitution: __ UKS04

Summary Find  First K 2062 [M] Last

— View Batch Budaet — .
Details *Career: B Underaraduate FATern MNeed Summary Student Detail

qhuants “Term: 81 2007 Fall Awd Period: nstrweek: | 150 [] Budget Lock

[» Disbursement

A Mew Window | Help | C Page | B,

> Loans Find First I 1 of 1 L2 Last
> Pell Payment Inst COA: 8,280.00
1> ACGISMART Grants Eff Date: 10292007 | goquence: | 1 useriD: FAPBUDMV MA@ Fed COA: 828000
I> Fund Management — COA. ’
> Return to Title IV Funds . |UBATCHQ, P B
Retu Budget Group: UBATCH S — 304400
I» Satisfactory Academic Custi

Progress
[» Financial Aid History *Category |*liem Code User ID Amount ltem Class Pell Amt
— Manage Financial Aid
Years BOOK O |UGBK Q, Books FAPBUDMV 200.00 Federal 400.00 100.00
— View Financial Aid Status
HOUS Q. RMBDOO Q. RoomBoard FAPBUDMYV 313000 Federal 3,130.00 782.00

— View Packaging Status

_ng;cn S msc @ msc Q. misc FAPBUDMY 80000 Federal 80000 | 20000
Messages TRAV QO TRV QL Travel FAPBUDMY 45000 Federal 25000 | 11200
[ Student Financials

TUT @ [UGDSTU @ Tuition_0O FAPBUDMY 3,700.00 Federal 7,400.00 [ 1,850.00

[ Academic Advising
(> Contributor Relations
[> Set Up HRMS

[> Set Up SACR & save | L\ Return to Search | [=] Notify U spla | l Include History |
[+ Enterprise Components
[ Waorklist

[ Application Diagnostics
> Tree Manager

- Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary ~

Step | Action

6. Click the Need Summary link.
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Add to Favorites Sign out

&> Canadian Application Data | ** New Window | Help | C: Pace | B
[» Verification

[» Financial Aid Term Need Summary

+~ Budgets

I Assign Budgets

[P —— Award Period:  Academic EFCStatus: Unaofficial
= View Student Budoet insfitutional
Summary COA: 20,460.00 COA: 20,460.00
— View Batch Budget ' '
Details EFC: 1,144 9 Mo. EFC: 0 0.0 Mo.
> Awards . .
BT Need: 19,316.00 Need: 20,460.00
[ Loans Montgomery GI 0 Montgomery GI 0
[> Pell Payment BilllAmericorps: BilllAmericorps:
[ ACG/SMART Grants Total Aid (Fed): 0.00 Total Aid (Inst): 0.00
[> Fund Management
[> Return to Title IV Funds Unmet Need (Fed):  19,316.00 Unmet Need (Inst): 20 460.00
HERA . -
b Satisfactory Academic Overaward (Fed): 0.00 Overaward (Inst): 0.00
Progress
b s (SERE Federal Calc Information stitutional Calc Informa
— Manage Financial Aid
— Federal Rule Set.  CSSRules Institutional Rule Set:
— View Financial Aid Status
— View Packaqing Status Institutional EFC Used:
Summary
— Print Batch Process
Messages Return

[ Student Financials

[ Academic Advising

[ Contributor Relations
[> Set Up HRMS

[> Set Up SACR

[+ Enterprise Components
[ Waorkdist

[ Application Diagnostics
> Tree Manager

- Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary v

Step | Action

7. Click the Return link.
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[> Canadian Application Data
[» Verification
[> Financial Aid Term .
~ Budgets Student Budget Maintenance
I Assign Budgets
— Creale Student Budget Pat Student 1D: 0999991
- udgets
— AidYear 2008 2007-2008 Financial Aid Year nstitution: __ UKS04

Summary Find  First K 2062 [M] Last

— View Batch Budaet — p
Details *Career: B Underaraduate FATerm #iged Summani Student Detail

qhuants “Term: 81 2007 Fall Awd Period: nstrweek: | 150 [] Budget Lock

[» Disbursement

A Mew Window | Help | C Page | B,

> Loans Find First I 1 of 1 L2 Last
> Pell Payment Inst COA: 8,280.00
1> ACGISMART Grants Eff Date: 10292007 | goquence: | 1 useriD: FAPBUDMV HME @ Fed COA: 828000
I> Fund Management — COA. ’
> Return to Title IV Funds . |UBATCHQ, P B
Retu Budget Group: UBATCH S — 304400
I» Satisfactory Academic Custi

Progress
[» Financial Aid History *Category |*liem Code User ID Amount ltem Class Pell Amt
— Manage Financial Aid
Years BOOK O |UGBK Q, Books FAPBUDMV 200.00 Federal 400.00 100.00
— View Financial Aid Status
HOUS Q. RMBDOO Q. RoomBoard FAPBUDMYV 313000 Federal 3,130.00 782.00

— View Packaging Status

_ng;cn S msc @ msc Q. misc FAPBUDMY 80000 Federal 80000 | 20000
Messages TRAV QO TRV QL Travel FAPBUDMY 45000 Federal 25000 | 11200
[ Student Financials

TUT @ [UGDSTU @ Tuition_0O FAPBUDMY 3,700.00 Federal 7,400.00 [ 1,850.00

[ Academic Advising
(> Contributor Relations
[> Set Up HRMS

[> Set Up SACR & save | L\ Return to Search | [=] Notify U spla | Al Include History |
[+ Enterprise Components
[ Waorklist

[ Application Diagnostics
> Tree Manager

- Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary ~

Step | Action

8. Click the Student Detail link.
Student Detail
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[» Verification

= Budgets

Summary
Details
[» Awards
[» Disbursement
[ Loans
> Pell Payment

HERA

Progress

Years

Summary

Messages

[> Set Up HRMS
[> Set Up SACR

[ Waorklist

> Tree Manager
- Reporting Tools
> PeopleTools

— Return to Portal

— My Dictionary

[> Canadian Application Data

[» Financial Aid Term

I Assign Budgets
— Create Student Budg

— View Student Budget

- View Batch Budaget

[» ACGISMART Grants
> Fund Management
[> Return to Title IV Funds

[ Satisfactory Academic

[ Financial Aid History
— Manage Financial Aid

— View Financial Aid Status
— View Packaging Status

— Print Batch Process
[ Student Financials
[ Academic Advising
[ Contributor Relations
[ Enterprise Components

[ Application Diagnostics

— Student Self Service
— Change My Password
— My Personalizations
— My System Profile

A

Student Detail

Term: 0810 2007 Fall

Add to Favorites

Mew Window | Help | C:

Sign out

=
page | B

Dep Stat: DEP Primary Academic Program:  ARLE

Loan Year: AstYr Mwr Academic Plan: FIA-BA

Term Unit Type: Semester Academic Sub-Plan: FIATH

Academic Load: Half-Time Academic Level - Projected: 10 First Year
Financial Aid Load:  Half-Time Academic Level - Term Start: 10 First Year
Form of Study: Enroliment Housing: On Campus
Family Mem: 02 Marital Status: Single

FinAid Fed: Out/State Residency: Out/State

FinAid St: Qut/State Res State:

FAFed Exc: App Res: M

FA St Excp: Postal:

Return

Step | Action

9. Click the Return link.

10. | To revise the budget for this term, you must add a new effective-dated row.
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Worklist Add to Favorites Sign out

[> Canadian Application Data
[» Verification

[> Financial Aid Term .
~ Budgets Student Budget Maintenance

I Assign Budgets

— Create Student Budget Pat Student ID: 0999991
- udgets
— AidYear 2008 2007-2008 Financial Aid Year nstitution: __ UKS04

Summary Find

A Mew Window | Help | C Page | B,

20f2

— View Batch Budaet . .
Details *Career: - Underaraduate FATerm MNeed Summary Student Detait

qhuants “Term: 81 2007 Fall Awd Period: nstrweek: | 150 [] Budget Lock

[» Disbursement

> Loans Find First I 1 of 1 Last
> Pell Payment Inst COA: 8,280.00|
1> ACGISMART Grants Eff Date: 10292007 | goquence: | 1 useriD: FAPBUDMV HME @ Fed COA: 828000
I> Fund Management — COA. ’
> Return to Title IV Funds . |UBATCHQ, P B
Retu Budget Group: UBATCH S — 304400
I» Satisfactory Academic Custi

Progress
[» Financial Aid History *Category |*liem Code User ID Amount ltem Class Pell Amt
— Manage Financial Aid
Years BOOK O |UGBK Q, Books FAPBUDMV 200.00 Federal 400.00 100.00
— View Financial Aid Status
HOUS Q. RMBDOO Q. RoomBoard FAPBUDMYV 313000 Federal 3,130.00 782.00

— View Packaging Status

_ng;cn S msc @ msc Q. misc FAPBUDMY 80000 Federal 80000 | 20000
Messages TRAV QO TRV QL Travel FAPBUDMY 45000 Federal 25000 | 11200
[ Student Financials

TUT @ [UGDSTU @ Tuition_0O FAPBUDMY 3,700.00 Federal 7,400.00 [ 1,850.00

[ Academic Advising
(> Contributor Relations
[> Set Up HRMS

[> Set Up SACR & save | L\ Return to Search | [=] Notify U spla | Al Include History |
[+ Enterprise Components
[ Waorklist

[ Application Diagnostics
> Tree Manager

- Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary ~

Step | Action

11. Click the Add a new row button.
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[> Canadian Application Data o]

[» Verification

[» Financial Aid Term

= Budgets

[» Assign Budgets
— Creale Student Budget
— Maintain Term Budgets
— View Student Budget

Summary
- View Batch Budget
Details

[» Awards

[» Disbursement

[ Loans

> 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

Student Budget Maintenance

Pat Student 1D:

Aid Year: 2008 2007-2008 Financial Aid Year Institution:

*Career: JERD T Undergraduate

e

*Term: 2007 Fall

Eff Date: 10292007 | goquence: | 2 UseriD: 0022226

Budget Group: UBATCH L jgarcyy

*Cateqory |*ltem Code User ID

BOOK O UGBK O Books

Amount

200.00

Federal

_ View Packaging Stalus HOUS @ RMBDOO Ci RoomBoard 0022226 3,130.00 Federal
Summary
T e MISC Q. MISC Q. Misc 0022226 800.00 Federal
Messages TRAV Q| TRVL QU Travel 0022226 450.00 Federal
[ Student Financials
- Academic Advising TUIT @ UGOSTU Q Tuition_O 0022226 3,700.00 Federal

0999931
US04

FATerm

M EH @

Htem Class

Worklist

Add to Favorites

Sign out

Mew Window | Help | C Page | B,

First Kl 2 02 [F] Last

Find

Need Summary

instr Week: | 150

Student Detail
[J Budget Lock
First [ 1 012 B Last
8,280.00
8,280.00
12,180.00
3,044.00

Find
Inst COA:
Fed COA:
Pell COA:

Pell Amt

mm'
[ eo000| 20000
[ aso00| t1r20p

DT T O 0T T

[> 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 My Password
— My Personalizations

— My System Profile

— My Dictionary ~

B Savel L Return to Searchl [=] Motify

JUupdateispla: | @Ilnc\udeHE(le

Step | Action

12.
amounts and/or add new items.

of the item list.

The budget items and amounts are copied from the prior row. You can now revise the

To add a new budget item, click one of the Add a new row buttons on the right side
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[> Canadian Application Data
[» Verification
[» Financial Aid Term
= Budgets
[» Assign Budgets
— Creale Student Budget
— Maintain Term Budgets
— View Student Budget
Summary
- View Batch Budget
Details
[» Awards
[» Disbursement
[ Loans
> 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 My Password
— My Personalizations
— My System Profile
— My Dictionary ~

A

Student Budget Maintenance
Pat Student

Aid Year: 2008 2007-2008 Financial Aid Year

Budget Group: UBATCH L jgarcyy

BOOK O |UGBK Q, Books
I Q
HOUS RMBDOO €, RoomBoard

MISC @ MISC @ Misc 0022226
TRAV @ [TRVL @ Travel 0022226
TUT @ [UGOSTU & Tuition_0O 0022226

*Career: UG Undergraduate
*Term: 81 2007 Fall Awd Period: _W
Eff Date: 10292007 | goquence: | 2 UseriD: 0022226

ID: 0999991

Institution:  UMS04

FATerm Meed Summary Student Detail

instr Week: | 150

M EH @

200 00 Federal
T
’m Federal
’m Federal
’m Federal
’W Federal

Mew Window | Help | C:

Worklist Add to Favorites Sign out

page | B

Find  First Kl 2012 [ 1ast

[[] Budget Lock
Find  First 1% 1 0f 2 L] Last
Inst COA: 8,280.00
Fed COA: 8,280.00
Pell COA: 12,180.00

Pell LTHT:

*Cateqory |*ltem Code User ID Amount  |ltem Class

3,044.00

Pell Amt

[ o000 | 10000
[ oo oo
[ a1s000] 7e200
[ o000 20000
[ om0 | 1zo
[ 740000 | 185000

=] Savel S\ Return to Searcnl [=] Notify

=pla; | ﬂlnc\udeHstDryl

Step | Action

13. | Look up the list of Budget Categories for this Institution.

[«

Page 12
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[» Verification
[» Financial Aid Term
= Budgets
I Assign Budgets
— Create Student Budget

— View Student Budget
Summary
— View Batch Budget
Details
[» Awards
[» Disbursement
[ Loans
> 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 My Password
— My Personalizations
— My System Profile
— My Dictionary

[» Canadian Application Data | ™

— Maintain Term Budgets

Look Up Category

Budget item Category:‘ begins with [

Description: begins with ||

Loak Up | Clear | Cancel ‘Eas\chgkup

Search Results
View All First [4] 1-120f12 [}] Last

Budget ltem Cateqgory|Description Hem Classification

500K Books and Supplies Federal
|ICOMP Computer Federal
IHOUS Room and Board  Federal
ILFEE Loan Fees Federal
IMISC Miscellaneous Federal
|OTHB Books and Supplies Federal
|OTHH Room and Board  Federal
|OTHM Miscellaneous Federal
|OTHT Tuition and Fees Federal
|OTHV Transportation Federal
ITRAV Transportation Federal
|TUIT Tuition and Fees Federal

Add to Favorites

Sign out

New Window | Help | &,

Step

Action

14.

example.

[comP

Computer

Select a Category. The categories set up for your Institution may be different from this
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[> Canadian Application Data o]
[» Verification
[» Financial Aid Term
= Budgets
[» Assign Budgets
— Creale Student Budget
— Maintain Term Budgets
— View Student Budget
Summary
- View Batch Budget
Details
[» Awards
[» Disbursement
[ Loans
> 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 My Password
— My Personalizations
— My System Profile
— My Dictionary ~

Student Budget Maintenance

Pat Student

Aid Year: 2008 2007-2008 Financial Aid Year

*Career: JERD T Undergraduate

*Term: 81 2007 Fall

Eff Date:

Budget Group: UBATCH L jgarcyy

*Cateqory |*ltem Code User ID

BOOK O UGBK O Books

COMP Q)
HOUS C, RMBDOO C RoomBoard

0022226
MISC @ [MisC @ misc 0022226
[TRAV @ [TRVL @ Travel 0022226
[TUT @ [UGOSTU @ Tuition_0O 0022226

e

1002912007 | sequence: | 2 UseriD: 0022335

D: 0999991
Institution:  UMS04
FATerm

M EH @

Amount  |ltem Class

200 00/ Federal
’7000 Federal
’m Federal
’m Federal
’m Federal
’W Federal

Worklist

Add to Favorites

Mew Window | Help | C:

Need Summary Student Detail

instr Week: | 150

Pell Amt

[ o000 | 10000
[ oo oo
[ a1s000] 7e200
[ o000 20000
[ om0 | 1zo
[ 740000 | 185000

Find  First Kl 2012 [ 1ast

[[] Budget Lock
Find First [ 1 or2 O Last
Inst COA: 8,280.00
Fed COA: 8,280.00
Pell COA: 12,180.00
Pell LTHT: 3,044.00

=] Savel S\ Return to Searcnl [=] Notify

AHu

spla | ﬂlnc\udeHstDryl

Step

Action

15.

[«

Look up the Item Code for this Category.

Page 14
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Maine's Process Document
o Financial Aid: Revising a Budget Manually-092608

Universities

UNIVERSITY OF MAINE SYSTEM

Worklist

Add to Favorites Sign out

[> Canadian Application Data e

[» Verification

[» Financial Aid Term

= Budgets

I Assign Budgets

— Create Student Budget

— Maintain Term Budgets Cancel

— View Student Budget
Summary

- View Batch Budget
Details

[» Awards

New Window | Help | &,

Look Up Item Code

Search Results

[ 1ef1 [H] ]

I; EAS;‘L-J;SEMEHI ‘Academic Institution |Ai -ar | Budget tem Cateqory Budget Hem Code |Description
 Pell Payment MR 2008 COMP UGCOM Computer
1> 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 My Password
— My Personalizations
— My System Profile L |
— My Dictionary ~

Step | Action

16. | Click an entry in the Search Results list.
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Process Document Maine's

Public

Financial Aid: Revising a Budget Manually-092608 Universities

UMIVERSITY OF MAINE SYSTEM

Worklist

Add to Favorites Sign out

I» Canadian Application Data | Mew Window | Help | C: Page \ o
[ Verification
[> Financial Aid Term

~ Budgets Student Budget Maintenance
I Assign Budgets
— Create Student Budget Fat Student ID: 0999931

— Maintain Term Budgets

— View Student Budaet Aid Year: 2008 2007-2008 Financial Aid Year Institution: UMS04
Summary Find @n 2nf2|E Last
- View Batch Budaget P
Details *Career: B Undergraduate FATerm Meed Summary Student Detail
:; g‘fgﬂiemem “Term: 8 2007 Fall Avd Period: instrweek: | 150  []Budget Lock
I Loans fing  rirst [0 1012 B Last
1> Pell Payment Inst COA: 8,281.00
I ACGISMART Grants Eff Date: 1012912007 | gequence: [2 userip: goo2226 i @ . ’
Fed COA: 8,281.00
> Fund Management rEE
I Return to Title IV Funds . |UBATCH Q = 12,180.00
Budget Group:
HERA z UBATCH PellLTHT: 304400

[ Satisfactory Academic

Progress
[» Financial Aid History *Category |*liem Code User ID Amount ltem Class Pell Amt
— Manage Financial Aid
Years BOOK O |UGBK Q, Books 0022226 200 00 Federal 400.00 100,00 [#] [=]

— View Financial Aid Status

Customize

_ View Packaging Status COMP Q. [UGCOM C Computer 0022226 1.00| Federal 0.00 0.00 =
—mn Ra— HOUS @ [RMBDOD @ RoomBoard 0022226 3,130.00 Federal 313000 | 78200 =
Messages msC @ msc  Q Misc 0022226 800.00 Federal 800.00 |  200.00 =

[ Student Financials
 Academic Advising TRAV @ [TRVL O Travel 0022226 450.00| Federal 450,00 [ 112.00 =

- Contributor Relations TUT O [UGOSTU @ Tuition_0 0022226 3,700.00/ Federal 7.400.00 | 1,850.00 =

[> Set Up HRMS

[> Set Up SACR
[> Enterprise Components | Undate/Displa:
> Worklist =] Savel L4 Return to Searcnl [=] Notify FUpdate/Displa | A Include History |

[ Application Diagnostics
> Tree Manager

- Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary ~

Step | Action

17. | The Amount field for the new row is populated based on the information entered in
budget set up for this Category and Item Code. You can edit the field.
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Maine’s Process Document
Public Financial Aid: Revising a Budget Manually-092608

Universities

UNIVERSITY OF MAINE SYSTEM

Worklist

Add to Favorites Sign out

[> Canadian Application Data o]
[ Verification
[> Financial Aid Term .
~ Budgets Student Budget Maintenance
I Assign Budgets
— Create Student Budget Fat Student ID: 0999931
- udgets
— AidYear 2008 2007-2008 Financial Aid Year Insfitution: US04
Summary
- View Batch Budget -
Details “Career: Undergraduate FATerm Meed Summary StudsntDetail
A et “Term: 81 2007 Fall Awd Period: instrweek: | 150 [JBudget Lock
b Loans
> Pell Payment

Mew Window | Help | C Page | B,

Inst COA: 8,281.00
1» ACGISNART Grants Eff Date: 10292007 | goquence: | 2 UseriD: 0022226 HE e . y
Fed COA: 8,281.00
> Fund Management prlCon
[» Return to Title IV Funds . |UBATCH Q@ 3 12,180.00
B t Group:
HERA udgef D UBATCH B e
[ Satisfactory Academic
Progress

[ Financial Aid History

*Category |*item Code User ID Amount  |item Class Pell Amt
— Manage Financial Aid

Years BOOK @, [UGBK O Books 200.00 Federal 400.00 100.00
— View Financial Aid Status
_ View Packaging Status COMP Q. [UGCOM | Computer 0022226 1200.00| Federal 0.00 0.00
_mﬂ Ra— HOUS @ [RMBDOD @, RoomBoard 0022226 3,130.00/ Federal 3,130.00 782.00
Messages MISC @ MISC @ Misc 0022226 800.00 Federal 800.00 | 200.00
[ Student Financials
& Academic Advising TRAV @ [TRVL @ Travel 0022226 450,00 Federal 450.00 112.00
Egg{‘t‘j‘:ﬁ‘gﬁe‘a“°”5 TUT O [UGOSTU @ Tuition_0 0022226 3,700.00/ Federal 7.400.00 | 1,850.00
> Set Up SACR
Ea‘;ﬁ:ﬁ;‘sec"m""”em ESavel .QRemmmSearcnl [=] Notify &) | ﬂlnc\udeHstDryl

[ Application Diagnostics
> Tree Manager

- Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary ~

Step | Action

18. | Enter any other budget adjustments necessary. Click the Save button.
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Process Document Qm?g-s
Financial Aid: Revising a Budget Manually-092608 nive

Universities

UMIVERSITY OF MAINE SYSTEM

Worklist Add to Favorites Sign out

I» Canadian Application Data | Mew Window | Help | C: Page | ,
[» Verification
[> Financial Aid Term .
- Budgets Student Budget Maintenance

I Assign Budgets

— Creale Student Budget Pat Student 10: 0999991

— AidYear 2008 2007-2008 Financial Aid Year nstitution: __ UKS04

Summary Find @n 2nf2|E Last

— View Batch Budget P
Details *Career: Undergraduate FATerm #leged Summard Student Detail

qhuants “Term: 2007 Fall Awd Period: instr week: | 150 Budget Lock

[» Disbursement

I Loans fing  rirst [0 1012 B Last
1> Pell Payment Inst COA: 948000 [+
- ACGISNART Grants Eff Date: 102902007 | soquence: | 2| userin: 022225 e I 948000
[ Fund Management - COA. !
D:g:}r: to Title IV Funds Budget Group: UBATCH QU gureny e LTHT-_ ﬂigiggg
D"‘.‘;?S:I:;I;ryﬁ\cademlc Cusf Find | 16 of &
I» Financial Aid History *Category |*tem Code User ID Amount Htem Class Pell Amt A u‘:::l‘
— Manage Financial Aid =
Years BOOK O |UGBK Q, Books 0022226 200.00) Federal 400.00 100.00 =]
— View Financial Aid Status
~ View Packaqing Status COMP Q, UGCOM CQ Computer 0022226 1,200.00| Federal 0.00 0.00 =
—%n U HOUS @ RMBDOO Q. ReomBoard 0022226 3,130.00/ Federal 3,130.00 782.00 =
Messages MSC Q MsC @ Misc 0022226 800.00 Federal 800.00 200.00 =
[ Student Financials
- Academic Advising TRAV Q [TRVL  Q Travel 0022226 450.00 Federal 450.00 112.00 =
Egg{‘g':i‘ghge‘a“°”5 TUIT @ [UGOSTU @ Tuiion_0 0022226 370000 Federal 740000 | 1,850.00 =
[> Set Up SACR
Eﬂrekrﬁ:‘se Companents B save ‘ S Return to Search ‘ =] Notify | | ) Include History |

[ Application Diagnostics
> Tree Manager

- Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary v

Step | Action

19. | The Budget Lock checkbox can be selected to indicate that this student's budget has
been modified. The Budget Lock selection can be used in conjunction with the Assign
Budget Flag process (refer to the documentation), to prevent the budget from being
recalculated when there is a change to the student's FA Term.

Remember to Save.
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Maine's Process Document
o Financial Aid: Revising a Budget Manually-092608

Universities

UNIVERSITY OF MAINE SYSTEM

Worklist Add to Favorites Sign out

I» Canadian Application Data | Mew Window | Help | C: Page | &
[» Verification
[» Financial Aid Term

< Budgets Create Student Budget
I Assign Budgets
— Create Student Budget Pat Student D: 0999991
- Aid Year: 2009 2008-2009 Financial Aid Year Institution:  UMS01

— View Student Budget

Summary Budget Terms To Be Built

- View Batch Budget

Details
II; ?l‘\NsE::rSrEsemem e Career .
b s 0910 & 2008Fall UGRD Messages =
I Pell Payment [ PJ has been completed for this term and we recommend any changes to the W
[» ACGISMART Grants budget to be updated on the maintain term budget page.

> Fund Management
[> Return to Title IV Funds
HERA
[ Satisfactory Academic
Progress Budget Term Summary £
[ Financial Aid History
— Manage Financial Aid Term: 0910 2008 Fall Detail HE
Years
— View Financial Aid Status Gzzs UGRD  Undergraduate
e —— Budget Group: UBATCH UGRAD Batch Assign
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 My Password
— My Personalizations
— My System Profile
— My Dictionary ~

Step

Action

20.

If you try to rebuild a budget online using the Create Student Budget component,
and the Budget Lock checkbox was selected for a given term, you will see the
message shown in the example above.

21.

End of Procedure.
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