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Financial Aid

Financial Aid

Financial Aid Terms

Procedure

In this topic you will learn how to enter Financial Aid Terms.

PSQHETRN sus.0r
PSOHRWEBDEVH  ree

Menu
Search:

> Workforce Administration
> Benefits

> Compensation

1> Payroll for North America
> Payrall Interface

> Workforce Development
> Organizational Development
> Enterprise Leamning

> Workforce honitoring

1> Campus Community

> Student Recruiting

> Student Admissions

> Records and Enrollment
> Curriculum Management
> Financial Aid

> Student Financials

> Academic Advisement
> Contributor Relations

> Set Up HRIS

1> Set Up SACR

> Reporting Tools

> PeopleTools

1> LSUHSC Processes

|- by Personalizations

Training Guide
Financial Aid

€] Done

8 @ mtemet

Step

Action

Click Financial Aid link from the menu.
|[}= Financial Aid
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- Records and Enroliment

- Curriculum Management

+ Financial Aid

I File Management

I Institutional Applic ation Data
I Federal Application Data

Process and manage financial aid applications and awards

ﬁ File Management

Manage the import and export of information with
extemal financial aid trading parners
=l Import Federal Data Files

=] Manage Financial Aid Years

b Pell Payment =] Process Financial Aid Years

I ACG/SMART Grants
1> Fund Management
I Return to Title IV Funds

Verification
Verify income resources for need analysis
[ Perform Auto Verification
=] Perform Batch Consolidation
w Batch Consolidation

HERA

I Satisfactory Academic
Progress

I Financial Aid History

- View Financial Aid Status

= View Packaging Status

Awards
Create and maintain federal, state, institutional

and private awards for students
(1 Early Financial Aid Awards

Summary

~ Print Batch Process
Messages

- Student Financials

(- Academic Advisement [CaExtemal Awards

[- Contributor Relations 1 Mass Packaging

1 Set Up HRIMS 19 More.

- Set Up SACR ﬁ Pell Payment

- Reporting Tools
- PeopleTools Manage Pell grant payments

I Aid Year Activation LIS Import

I Verification LIS Corrections

> Financial Aid Term 15 More

I» Budgets

b Auards ﬁ] Aid Year Activation
I Disbursement Activate students for financial aid processing by

I Loans aid year in batch and online.

&

Institutional Application Data
Review and evaluate institutional information to
determine IV EFC
=l Maintain Application 2006-2007
=] View 2006-2007 IM EFC Detail
=l Maintain Application 2007-2008
4 More

iew Financial Aid Status
View key data saurces to determine financial aid
status for the student.

Financial Aid Term

Manage student financial aid term records
=l Maintain Student FA Term

=] Create FA Term Driver Records
E]Build FA Term in Batch

EIFA Term Census Report

Disbursement
Manage the validation and posting of awards to
Student Financials
= Disburse Aid
= Disburse Aid With Override
Process Award Authorizations

ACG/SMART Grants
/ACG and SMART Grants

i LSUHSC Processes L1 Origination Reports. 1 Generate FISAP Reports
|= My Personalizations v CiD Reports B Fiscal Aggregate Summary €

] Health Sciences Center

PSOHETRN s

PSOHRWEBDEV11 rce
- Campus Communty ] _ Gl
- Stucent Recniting
1> Student Admissions i nancial Aid

ﬁ Federal Application Data
Review and evaluate ISIR information to
determine FM EFC_
=] Correct 2006-2007 ISIR records
=] Simulate 2001 FM INAS
| View 2006-2007 FM EFC Detail
10 More.

[ View Packaging Status Summa
View a summary of financial aid application and
award information for a student.

ﬁ Budgets
Create and maintain federal and institutional

budgets for students

(1 Assign Budgets

El Create Student Budget

] Maintain Term Budgets
2 More

Loans T
Manage student loan information

ElProcess Loans

E]View Loan Status Reports

21 Commonline Management
20 More

ﬁ Fund Management
Manage Financial Aid Funds.

€] Done

B @ meemet

Action

I Financial Aid Term|

Click the Financial Aid Term link.

IMaintain Student FA Term

Click the Maintain Student FA Term link.

PSOHETRN sas.0r

PSOHRWEBDEV11 RcB

[ Financial Aid ~
> File Management

I Institutional Application Data
> Federal Application Data

> Aid Year Activation

I Verification

= Financial Aid Term

zintain Student FA Term

Financial Aid Term

{ Find an Existing Value |

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

?
dow | B,

~ Create FA Term Driver

Records
= Build FA Term in Batch

= EATerm Census Report Academic Institution:

D: begins with || Q
LSUHS Q

> Satisfactory Academic
Progress
> Financial Aid History

- View Financial A Status search_|

b Budgets
I Disbi t
b Lo National ID: begins with .
1 Pell Payment ) e @
- AGG/SHART Grants Campus ID: [begins with (9]
[ Fund Management Last Name: begins with +
I Retum to Tile IV Funds

First Name: begins with ¥,

[include History [] CorrectHistory []Case Sensitive

Clear | Basic Search [E Save Search Criteria

= View Packaging Status
mmaf

~ Print Batch Process
Messages

l- Student Financials

- Academic Advisement

1> Contributor Relations

1> Set Up HRIS

1> Set Up SACR

1> Reporting Tools

i PeapleTools

- LSUHSC Processes

|~ My Personalizations v

&] Done

B § Intemet

Action

Enter the desired information into the ID field. Enter "0000000".

Click the Look up Aid Year button.
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Action

Click an entry in the Description column.
[Einancial Aid Year 2007-2008)]

Click the Search button.

Search

PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce

Home

[ Financial Aid
I File Management
I Institutional Applic ation Data

New Window | Customize Page | 1=,

Sign out

I Federal Application Data

{ FATerm Y\ Acad Level | Stafisics | Financial Aid Info } Records/Term Info )" Withdrawal Info

- Aid Year Activation
I Verification Jane Doe 0000000 ME G
~ Financial Aid Term .
— Maintain Student FA Term Term Information Find| ViewAl  First {10121 B Last
= Create FA Term Driver Institution:  LSUHSC - Mew Orleans
Records
= Build FA Term in Batch Term: 1084 Sum-N 2008 Semester
= EA Term Census Report
- Budgets Student Data Find | View Al First ) 1011 ] Last
- Awards
[ Disbursement ovrd Effective 081152008 5 =geq: Status: A€ %] Calculated Values FACale [
- Loans Date:
I Pell Payment O career: Projections | 2]
I ACG/SMART Grants areer: GRAD
- Fund Management i irati -
I Retum 0 T I Funds [0 PrimProg:  [BMNP | Biochem & Molecular Bio, NP B NP Override Expiraion Date: |19
HERA . .
> Satisfactory Academic [] AcadPlan: [BMNP % Biochem & Holecular Bio, NP BILNP Campus:
Progress
I Financial Aid History O subpan: | & Academic Year: 2008
~ View Financial Aid Status -
- View Packaging Status [ “Aid Year: Financial Aid Year 2007-2008 ~ 2008 Eligible to Enroll
umma
- Piint Batch Progess il JGrawate ]
Messages Billing Career: Buildinfo Census Date  Advisor Campusinfa
- Student Financials
- Academic Advisement
- Contributor Relations B Sae | & Retunto Search | (=] oy | | = nextab | | 0 nclude History | & coect History
- Set Up HRIS
- Set Up SACR FATerm | Acad Level | Stafistics | Financial Aid Info | Records/Term Info | Withdrawal Info
- Reporting Tools
- PeopleTools
- LSUHSG Processes | |
|- My Personaiizations v

€] Done

8 @ mtemet

Action

Click the Collapse Menu button.

Click the Build button.
Build

10. Click the Show next row button.

11. Click the Acad Level tab.

| Acad Level |

Page 3



Training Guide

NS LSU i
Financial Aid Health Sciences Center

PSQHETRN sus.0r

PSOHRWEBDEV11 rce Sign out

New Window | Custormize Page | [

| FATerm Y AcadLevel Y Stafistics j Financial Aid Info ) Records/Term Info ) Withdrawal Info

Jane Doe 0000000 E B O
[Term Information Find | View Al First K 2021 B Last
Institution: LSUHSC - New Orleans Term: Spr 2008 Semester
Student Data Find | View Al First ] 1011 [M] Last
Effective Date: 05/15/2008 Seq: 1 Status: Active
Academic Career: Graduate Primary Program: Biochem & Molecular Bio, NP
Academic Plan:  Biochem & Wolecular Bio, NP Academic Sub-Plan:
ourd Calculated Values

[] Form of Study: Candidacy Course Load Pct:
[C] Approved Academic Load: Ful-Time | FulTime
a,

[] Academic Load: Full-Time Full-Time
[ Financial Aid Load: Full-Time Full-Time
[ Academic Level [ Projected: Graduate Graduate
Start: Graduate Graduate
End: Graduate Graduate View HERA Academic Level
[ Save | {2 Retumto Search | (=] Notify | Previous tab | (581 Next tab | P | & Include History | [ Correct History

EA Term | Acad Level | Statistics | Financial Aid Info | Records/Term Info | Withdrawal Info

€] Done 8 @ mtemet

Step Action

12. Click Projected Graduate Lookup button.

PSQHETRN sus.0r

PSOHRWEBDEV11 rce Sign out

-
New Window | B,

Look Up Projected

SetiD: LSUHS

Academic Level Rule: GRAD

Academic Level: = all v
LookUp | clear | Gancel | asic Lookup

Search Results
1of1

JAcads vel

Graduate

& 8 @ mtemet

Step Action

13. Click an entry in the Academic Level column.

Page 4
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce

Training Guide
Financial Aid

| FATerm Y AcadLevel Y Stafistics j Financial Aid Info ) Records/Term Info ) Withdrawal Info

Jane Doe 0000000 MBS
Term Information Find | View All
Institution: LSUHSC - New Orleans Term: Spr-N 2008 Semester
Student Data Find | View Al First ] 1011 [M] Last
Effective Date: 05/15/2008 Seq: 1 Status: Active

Academic Career: Graduate Primary Program:  Biochem & Wolecular Bio, NP

Academic Plan: Biochem & Molecular Bio, NP Academic Sub-Plan:

ovrd Calculated Values
01 Form of study: Candidacy Courss Load Pet
[C] Approved Academic Load: Ful-Time | FulTime
[ Academic Load: Full-Time Full-Time
[ Financial Aid Load: Full-Time Full-Time
[ Academic Level [ Projected: Graduate Graduate
Start: Graduate Graduate
End: Graduate Graduate View HERA Academic Level
[ Save | {2 Retumto Search | (=] Notify | Previous tab | (9 Next tab. | P | & Include History | [ Correct History

Sign out

New Window | Custormize Page | [

E£A Term | Acad Level | Statistics | Financial Aid Info | Records/Term Info |

drawal Info

&

8 @ meemet

Step

Action

14.

Click the Financial Aid Info tab.
[ Financial Aid Info |

PSQHETRN sus.0r

PS9HRWEBDEV11 Rce

[ FATerm \ Acad Level | Statistics | Financial Aid Info "\ Recards/Term Info_}” Withdrawal Info |,

Jane Doe 0000000 MEAE
[Term Information Find | View Al First Kl 20121 I Last
Institution: | SUHSC - New Orleans Term: Spr-N 2008 Semester
Student Data

Find | View Al First 1] 101 [F] Last

Effective Date: 05/15/2008 Seq: 1

Academic Career: Graduate

Status: Active

Primary Program:  Biochem & Molecular Bio, NP

Academic Plan: Biochem & Molecular Bio, NP Academic Sub-Plan:

ovrd Calculated Values
[] NSLDS LoanYear: | Craduate/Professional i Graduate/Professional
[ DirectLending Year: |FoUrthYr+ Grad/rof & Fourth Yr+ Grad/Prof

Confer Date:

Expected Grad Term: Summer-New Orleans 2008

&

Summer-New Orleans 2008

08/01/2008

Budget Required:

Field Audits

Academic Standing: [ &
[ &

B Save | & Retunto Search | (=] Notity | @ Previous tab | et tab |

FA Term | Acad Level | Statistics | Financial Aid Info | Records/Term Info | Withdrawal Info

O
[ Expected Grad Date:
O
O

FA Standing:

| 0 nclude Histary | 5 Correct istory |

Sign out

New Window | Customize Page | [

€

8 @ meemet

Step

Action

15.

Select the Expected Grad Date checkbox

]

16.

This completes this topic on Financial Aid Terms.
End of Procedure.
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Student Budgets
Procedure

In this topic you will learn how to Create Student Budget.

PSOHETRN s.s00r
PS9HRWEBDEV11 Rrce
Menu
Search:

> Workforce Administration
> Benefits

> Compensation

1> Payroll for North America
I Payrall Interface

> Workforce Development
> Organizational Development
> Enterprise Leamning

> Workforce Monitoring

1> Campus Community

> Student Recruiting

> Student Admissions

> Records and Enrollment
> Curriculum Management
> Financial Aid

> Student Financials

> Academic Advisement

> Contributor Relations

> Set Up HRUS

1> Set Up SACR

> Reporting Tools

> PeopleTools

1> LSUHSC Processes

|- by Personalizations

=

] Health Sciences Center

8 @ mtemet

Step Action

1. Click the Financial Aid link.

- Financial Aid|

2. Click the Budgets link.

3. Click the Create Student Budget link.

ICreate Student Budget

- File Management

I» Federal Application Data
1> Aid Year Activation

I Verification

I Financial Aid Term

= Budgets
- Assign Budgets

— View Student Budget
Summay
— View Batch Budget Details
- Awards
I Disbursement
1> Loans
> Pell Payment
I ACGISMART Grants
> Fund Management
- Return to Tile IV Funds

HERA

I Satisfactory Academic
Progress

I Financial Aid History

— View Financial Aid Status

= View Packaging Status
Summal

~ Print Batch Process
Messages

1> Student Financials

I Academic Advisement

I Contributor Relations

- Set Up HRIS

- Set Up SACR

- Reporting Tools

1> PeapleTools

I LSUHSG Processes

|- My Personalizations

~
I Institutional Application Data |

PSQHETRN .
PSOHRWEBDEV1
[Er]

Create Student Budget

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

| Find an Existing Value

D: [begins witn > =

[Er—
—

Academic Institution:

Aid Year:

Search Clear | Basic Search [l Save Search Criteria

] e
New Window | B,

&] Done

B P ntemet
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Step Action

4, Enter the desired information into the 1D field. Enter "0000000".

5. Click the Look up Aid Year button.

6. Click an entry in the Description column.
[Einancial Aid Year 2007-2008)]

7. Click the Search button.

Search

PSOHETRN ss0r

PSOHRWEBDEV11 RcB Home Sign out

[ File Management 3

[+ Institutional Application Data |

[ Federal Application Data

[~ Aid Year Activation

I Verification Create Student Budget

I» Financial Aid Term

= Budgets Jane Doe ID: 0000000
[- Assign Budgets

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

= Maintain Term Budgets

= View Student Budget
Summary

New Window | Customize Page | o5

et Dt Find | View Al First 1) 1-20r2 [ Last T

- Awards “Term Career

g lfésa:usrsemem 1077 | Fall 2007 GRAD Messages =

I Pell Payment _Move Budget |
1 ACG/SMART Grants

I> Fund Management 1084 @ Summer 2008 GRAD Messages =
> Return to Tile IV Funds

HERA

I Satistactory Academic Budget Term Summary Find | View Al First 4] 1or3 I Last
Progress

[ Financial Aid History Term: 1084 Summer 2008 Detail HE

- View Financial Aid Status

el e Career: GRAD  Graduate
Summary

e e Budget Group:SYSTEN  SYSTEM TEMPLATE
Messages

P St FEnEEs & sawe | & Retumto Search | =] Notity
1> Academic Advisement —I = _I

1> Contributor Relations
1> Set Up HRIIS

1> Set Up SACR

- Reporting Tools

- PeapleTools

- LSUHSC Processes
|- My Personalizations v

€l 8 @ Intemet

Step Action

8. Click the Collapse Menu button.

9. Click the Add a new row button to insert a row.

10. Click the Look up Term button.

Page 7
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PSOHETRN s.4007
PSOHRWEBDEV11 Rce Home Sign out
»
New Window | B,

Look Up Term

ID: 0000000
Aid Year:| begins with |v[ &
LookUp | _Clear | _Cancel | Basic Looku

Search Results
1303
LSUHS 1084 2008
LSUHS 1081 2008
LSUHS 1077 2008

8 @ mtemet

Step Action

11. Click an entry in the Aid Year column.
1081

PSOHETRN s
PSOHRWEBDEV11  Rce Home Sign out
&
New Window | Custormize Page | [
Create Student Budget
Jane Doe ID: 0000000
AidYear: 2008 Financial Aid Year 2007-2008 Institution:  LSUHS

Find | View Al First 1] 1.20r3 B Last

Build Budget
“Term Career
1077 | @ Fall 2007 GRAD Messages =
[1081 ] 5ping 2008 GRAD Messages HE
[Budget Term Summary Find | View Al First [ 10r3 B Last
+
Term: 1084 Summer2008 Detail B
Career: GRAD  Graduate

Budget Group:SYSTEM  SYSTEM TEMPLATE

& Save | A Retunto Search | [Z] Notify

2§ ntemet

Step Action

12. Click the Build Budget button.
Build Budget

13. Click the Detail link.
Cetail

Page 8
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PSQHETRN sus.0r

PSOHRWEBDEVH  ree
[E

Term: 1084

Career: GRAD

Dependency Status: Loan Year: Grad/Prof Term Detal
Housing Status: Study Form: CAND
Marital Status: Academic Plan: BUNP Enroliment Detail
Financial Aid Load: Full-Time Sub-Plan:
Family Members: State of Residence:
App State Residence: Postal Code:

Budget Group:  SYSTEN

New Window | Customize Page | n2, |

Training Guide
Financial Aid

Sign out

Category Item Code  Deseription Amount  Rule Item Stat
[ ] Fomua Warning =
[ ] Fomua Warning =
[ ] Fomua Warning # =
~um =
[TU ] [NGR2 | No Grad Res Summer Tuition Found =
oK Cancel -
& 8 @ mtemet
PSIHETRN s
PSOHRWEBDEV{1  Rcs Home Sign out
»
jow | Customize Page | &,
Create Student Budget
Jane Doe ID: 0000000
AidYear: 2008 Financial Aid Year 2007-2008 Institution:  LSUHS

Find | View Al First 1) 1-20r3 B Last

Build Budget

“Term Career
1077 |, Fall 2007 GRAD lessages =
Move Budget
[1081]&  spang 2008 GRAD lessages =
Budget Term Summary Find [View Al First [ 10r3 B L ast
Term: 1084 Summer2008 Detail =
Career: GRAD  Graduate

Budget Group:SYSTEM  SYSTEM TEMPLATE

B save | (A Retunto Search | [=] Notify

&] Done

B § Intemet

Step Action

Click the Show next row button.

L]

15.

16. Click the Detail link.
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] Health Sciences Center

PSOHETRN s.s00r
PSOHRWEBDEVA1 mee Sign out
,
New Window | Customize Page | B, 4]
Term: 1081
Career:  GRAD
Dependency Status: Loan Year: Grad/Prof Term Detal
Housing Status: Study Form: CAND
Marital Status: Academic Plan: BILNP Envoliment Detai
Financial Aid Load:  Full-Time Sub-Plan:
Family Members: State of Residence:
App State Residence: Postal Code:
Budget Group:  SYSTEN
Category ltem Code  Description Amount  Rule tem Stat
[soox]ey [a @, Grad Studies Books 0| Formula Found =
@ NO Insurance/Stick Fee [~ 630.00] Formuia Found =
Toa T Jeme v BE
Lo @ NO Grad Avg Loan Fees [ 18.00] Formuia Found =
TUT J@ [NGRT  |@ NO Grad Res Semester Tuition 2,095.00] Formula Found =
oK Cancel
ancl L
& 8 @ mtemet

Step

Action

17.

Click the OK button.
OK

PSQHETRN sus.07

PSOHRWEBDEV{1 rcs

Create Student Budget
Jane Doe ID: 0000000
Aid Year: 2008 Financial Aid Year 2007-2008 Institution: LSUHS

Find | View Al First 1) 1-20r3 B Last

Build Budget

“Term Career
1077 |, Fall 2007 GRAD lessages =
Move Budget
(10812 spring 2008 GRAD lessages =
Budget Term Summary Find | View Al First Kl 20r3 I L ast
Term: 1081 Spring 2008 Detail =
Career: GRAD  Graduate

Budget Group:SYSTEM  SYSTEM TEMPLATE

B save | (A Retunto Search | [=] Notify

New Window | Customize Page | nigy

&] Done B § Intemet

Step

Action

18.

Click the Move Budget button.
Move Budget

19.

Click the Save button.

Bl save
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Step

Action

20.

This completes the topic on Creating Student Budgets.
End of Procedure.

Packaging Status Summary

Procedure

In this topic you will learn the process of Packaging Status Summary.

PSQHETRN sus.0r
PSOHRWEBDEVH  ree
Menu EIEIE
Search:
®

> Workforce Administration
> Benefits

> Compensation

> Payroll for North America
> Payrall Interface

> Workforce Development
> Organizational Development
> Enterprise Leamning

> Workforce honitoring

1> Campus Community

> Student Recruiting

> Student Admissions

> Records and Enrollment
> Curriculum Management
> Financial Aid

> Student Financials

> Academic Advisement

> Contributor Relations

> Set Up HRIS

1> Set Up SACR

> Reporting Tools

> PeopleTools

1> LSUHSC Processes

|- by Personalizations

& 8 @ meemet

Step

Action

Click the Financial Aid link.
l- Financial Aid |

Click the View Packaging Status Summary link.
View Packaging Status
summary
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1> Campus Community
I- Student Recruiting

1> Student Admissions

- Records and Enroliment
- Curriculum Management

[ Financial Aid

I File Management

I Institutional Applic ation Data
I» Federal Application Data
I- Aid Year Activation

I Verification

I Financial Aid Term

I Budgets

I Awards

- Dishursement

I- Loans

I» Pell Payment

I ACGISHIART Grants

I Fund Management

I Return to Title IV Funds

HERA

I» Satisfactory Academic
Progress

- Financial Aid History

— Print Batch Process
Uessages

I- Student Financials

1> Academic Advisement

I Contributor Relations

- Set Up HRIS

- Set Up SACR

- Reporting Tools

- PeapleToals

I LSUHSGC Processes

|- Wy Personalizations v

Packaging Status Summary

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

] Health Sciences Center

PSQHETRN .
PSOHRWEBDEVH  ree

ndow | B,

D: [begins witn > =

Academic Institution:
Aid Year:

Er—"
—

National ID:

[ begins witn (<]

Campus ID:

[ begins witn (<[

Last Name:

First Name:

|
|
[ begins witn (<[ |
[ begins witn [~][ |

[Jcase sensitive

search_|

Clear | Basic Search [E] Save Search Criteria

&

8 @ meemet

Action

Enter the desired information into the ID field. Enter "0000000".

Click the Look up Aid Year button.

Click an entry in the Aid Year column.

Click the Search button.

Search

1> Campus Community
I- Student Recruiting

I~ Student Admissions

- Records and Enroliment

- Curriculum Management

[ Financial Aid

I File Management

1> Institutional Applic ation Data
I» Federal Application Data

- Aid Year Activation

I Verification

I Financial Aid Term

I Budgets

- Awards

- Dishursement

- Loans

- Pell Payment

I ACG/SHART Grants

1> Fund Management

I Return to Title IV Funds

HERA
I Satisfactory Academic
Progress
I Financial Aid History
Financial Aid S

iew Packaging
Summary
t Batch Process

> Student Financials
I Academic Advisement
I- Contributor Relations
- Set Up HRIS

- Set Up SACR

- Reporting Tools

1> PeapleTools

I LSUHSG Processes
|- My Personalizations v

PSOHETRN s
PSOHRWEBDEV11 rce
Menu B

Packaging Status Summary

-
ndow | Customize Page | [B, &

Jane Doe ID: 0000000 SERS]
Aid Year: 2008 Financial Aid Year 2007-2008 Institution:  LSUHS =
EFC Status:  Unofficial TERM ISR Information  Database Matches =~ Need Summary ~ PELL  PELL Calculation Override
Counselor: L

Academic Career:

Aid ing Status:

RO & Graguate
Packaging Completed

Aid lication Status:

]

Active

Review Status:

INST Verifi

Verifieation Flag:

Verification Status:

tion Status:

y Academic Progress:
Incomplete ¥ pisbursement Hole:
Non Select_|v
NotReqd v

Not Select |

Loan Entrance Interview Status:

I
2 =

Exit Interview:

Scholarship Status:

NotEval v | Financial Aid Awarded
Counselor

Award Notfication

<

“Aid ging Method:
Packaging Plan ID:

Repackaging Plan ID:

—
[ .

| s

Award Access:

&] Done

D @ ntemet
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ealth Sciences Center Financial Aid

Step Action

7. Click the Collapse Menu button.

8. Click the Satisfactory Academic Progress list.
Undetrmine v

9. Click the Meets SAP list item.
[eets SAP |

10. Click the Need Summary link.
|I‘-Jeed 5ummarﬂ,{

PSQHETRN sus.07
PSOHRWEBDEVH  rcs Home Sign out
»

New Window | Customize Page | neh

Need Summary

Find| ViewAl  First 1012 B Last

Award Period:  Academic EFC Status:  Unofficial

COA: 8,547.00 COA: 8,547.00

EFC: 0 0Mo. EFC: 0 00Mo.
Need: 8,547.00 Need: 8.547.00
Montgomery GI Montgomery GI

Bill/Americorps: 0 Bill/Americorps: 0

Total Aid (Fed): 125450 Total Aid (Inst): 000

Unmet Need (Fed): 7,292 50 Unmet Need (Inst): 8,547 00
Overaward (Fed): 000 Overaward (Inst): 000

Federal Rule Set: Institutional Rule Set:

Institutional EFC Used:

Return Monthly EFC

&] Done B § Intemet

Step Action

11. Click the Return link.
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NS LSU i
Financial Aid Health Sciences Center

PSQHETRN sus.0r

PSOHRWEBDEV11 rce Sign out

New Window | Customize Page | B, 4]

Packaging Status Summary

Jane Doe ID:

0000000
Aid Year: 2008 Financial Aid Year 2007-2008 Institution:  LSUHS b5 @
EFC Status:  Unofficial TERM SR Information ~ Database Matches ~ Need Summary ~ PELL  PELL Calculation Override

Counselor: [

Academic Career: O\ Graduate

Aid Processing Status:

Aid Application Status: Active i i y Academic Progress:

Review Status: Disbursement Hold: _

INST Verification Status: Loan Entrance Interview Status: | Y|
Flag: MotReqd M| Eyit Interview: T F
Status: Not Select v

ip Status: NotEval  v| Financial Aid Awarded ~ Award Ntification
“Ai i . Counselor v
Ald ging Method:
Packaging Plan ID: [ -
Plan ID: @ Award Access:

[ i e & 2

€] Done 8 @ mtemet

Step Action

12. Click the ISIR Information link.
| ISIR Information|

PSOHETRN ss0r

PSOHRWEBDEV11 RcB

Sign out
y B
New Window | Customize Page | &,

ISIR Information

Date Application Received:  08/20/2008

PELL ID: 0 CPS Process Date:
SSN: 123225050 Application Type:
Dependency Status: Correction Status:
Federal PELL Eligibility: Correction Status Date:
Citizenship Status: Native Correction Source:
DHSIINS Verifieation Nbr:

SAR C Flag:

Comment Codes: Reject Reasons:
Code

Return

&) B @ Intemet

Step Action

13. Click the Return link.
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Training Guide
Financial Aid

PSOHETRN s
PSOHRWEBDEV1! Rcs Ho Sign out
»

Aid Year: 2008 Financial Aid Year 2007-2008 Institution:  LSUHS E O 1
EFC Status:  Unofficial IERM ISRinformation Database latches ~ Need Summary PELL  PELL Calculation Override

Counselor: [ !

Academic Career: [oRD & graguate

Aid ing Status: | Packaging Completed v

Aid Status: Active i Academic Progress:

Review Status: Disbursement Hold:

INST Verification Status: Loan Entrance Interview Status:

Verification Flag: Exit Interview:

Verification Status:

Scholarship Status: NotEval  ¥| Financial Aid Awarded  Award Notification

“Ad Packaging Methog: | Counselor ¥

Packaging Plan ID: e

Repackaging Plan ID: e Award Access:

Aggregate Source: Inquiry Access

Aggregate Used: [ External Award Access
B save | {2 Retumto search | =] Notity b

v
& D 4§ Internet
Step Action
14. Click the Database Matches link.
|D atabase ['-f'latchesl

PSOHETRN ss0r

PSOHRWEBDEV11 RcB
»

Database Matches

Match Values Override
SSN Match: O
SSA Gitizenship Indicator: O
DHS/INS Match: O
Sec DHS/INS Match Flag:

VA Match: o
Selective Service Match: O
Selective Service Registration: O
NSLDS Match:
Prisoner Match: O
Drug Offense Conviction: O
Father's SSN Match: O

Mother's SSN Match:

O pLus override [ HEAL Eligible

[ Title IV Fund Eligibility [ PreProfessional Coursewrk

Sign out

y B
New Window | Customize Page | 1, ]

Contains commands for working with the selected items.

Step Action

15.
Button to return to the Packaging Status

Click the Override Checkbox to override the Match Values then click the OK

Summary page.
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

Home Sign out
-
New Window | Customize Page | B, 4]

Packaging Status Summary

Jane Doe ID: 0000000
Aid Year: 2008 Financial Aid Year 2007-2008 Institution:  LSUHS b5 @
EFC Status:  Unofficial TERM SR Information ~ Database Matches ~ Need Summary ~ PELL  PELL Calculation Override

Counselor: (I Y
Academic Career: R0 & graguate
Aid Processing Status: Packaging Completed o

Aid Application Status: Active i i y Academic Progress:
Review Status: Disbursement Hold:
INST Verification Status: Loan Entrance Interview Status:
Fiag: [NotReas %] it marview:
ip Status: MotEval  (¥|  Financial Aid Awarded  Award Notification

*pid ging Method: Counselor v
Packaging Plan ID: [ -
Plan ID: @ Award Access:

[ i e & 2
€] Done 8 @ mtemet

Step Action

16. Click the Financial Aid Awarded link.
|Fir'|ar'|cial Aid ﬂwarded|

PSOHETRN s 07
PSOHRWEBDEVA1  Rce Home Signout
»
New Window | Customize Page | &,
Financial Aid Award
Item Type Description Offer Amount  AcceptAmount Authorized Amount Disbursed Amount Disb Plan SE
943000000007 Grad Studies Fee Waivers NO 10000 10000 100,00 100.00 05 o1
943000000043 Grad Studies Fee Waivers NO2 10000 10000 100,00 100.00 o7 01
943000000044 Grad Studies Fee Waivers NO3 105450 105450 105450 1,054 50 09 o1
Retum
&] Done B @ Intemet

Step Action

17. Click the Return link to return to the Packaging Status Summary page.
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Health Sciences Center Financial Aid

PSOHETRN s
PSOHRWEBDEV11 rce Hol Sign out
[E»

Aid Year: 2008 Financial Aid Year 2007-2008 Institution:  LSUHS B & flal
EFC Status:  Unofficial TERM ISR Information Database Matches Need Summary  PELL  PELL Calculation Override

Counselor: [ ¢

Aid Application Status: Active ] i Academic Progrese:

Review Status: Disbursement Hold:

INST Verification Status: Loan Entrance Interview Status:

Verification Flag: Exit Interview:

Scholarship Status: NotEval ¥ Financial Aid Awarded  Award Notification

“Aid Packaging Method:

Packaging Plan ID: [ -

Repackaging Plan ID: [ & Award Access:

Aggregate Source: Inquiry Access

Aggregate Used: [ External Award Access
@ save | A Retunto Search | [Z] Notify m

.
€] Done 8 @ mtemet
Step Action
18. Click the Save button to complete the Packaging Status Summary.
B Save
19. This completes the topic on Packaging Status Summary.
End of Procedure.

Financial Aid Awards
Procedure

In this topic you will learn how to process Financial Aid Awards.

PSQHETRN sus.0r

PS9HRWEBDEV11 Rce
Menu =
Search:

> Workforce Administration
> Benefits

> Compensation

> Payroll for North America
I Payrall Interface

> Workforce Development
> Organizational Development
> Enterprise Leamning

> Workforce Monitoring

1> Campus Community

> Student Recruiting

> Student Admissions

> Records and Enrollment
> Curriculum Management
> Financial Aid

> Student Financials

> Academic Advisement

> Contributor Relations

> Set Up HRUS

1> Set Up SACR

> Reporting Tools

> PeopleTools

1> LSUHSC Processes

|- by Personalizations

€] Done 8 @ meemet
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Step Action

1. Click the Financial Aid link.
- Financial Aid |

2. Click the Awards link.

3. Click the Award Processing link.
|D= Award F'rccessingﬂ

4, Click the Assign Departmental Awards link.
Assign Departmental
Awards

PSOHETRN sas.0r

PSOHRWEBDEV11 RcB Home Sign out

= Award Processing ~ New Wind ge |
) Wi Cust 2
Award Processing lew Window | Customize Page | {5
Ratings
— Assign Packaging { Manual Student Packaging \(_eed Summary |/ Term Summary |,
Variables Jane D
- ane Doe .
Assign Awards to a : 0000000

ign Departmental Aid Year: 2008  Financial Aid Year 2007-2008 Institution: LSUHS HEG
Awards
— Invoke Professional
Judgment Caresr: (R0 1@ award period: Averd Hotficaton
= Perform Mass Action
= Identify Education Aggregate Source Package Status: Resel vaidate | Post |
Resources
- Expire Anficipated Aid [ Award ([ Saws
b Aggregates “Nbr Action Career Item Type Deseription Offered Accepted  DishPlan “Split Code

I- Seff Service Awarding
I Restricted Aid

I Notification Letter

= Need Summary Validation Grad Studies Fee
= View by Date ‘Waivers, NO2

= View Award Category
Surnmany [ ]& 6raD 843000000044 Orad Studes Fee
- View Term Award

Summary
= View Award Earnings B save | [ Returnto Search | [=] Notify

Summary
~ View Anficipated Aid iem | Manual Student Packaging | Need Summary | Term Summary
:

Grad. Studies Fee

Waivers, NO @, Disbursement [#]

[ J@ crap 943000000007

Disbursement

[0t ]@ Disbursement

[ ] GRrAD 943000000043

Type
~ View Anticipated Aid by
Term

= View Wark Study Approval

= View Campus Jobs

= Generate Overaward
Report

= View Award Activity

= View NSLDS Loan Data

= Maintzin |ser Edit

&) B P Intemet

Step Action

5. Click the Collapse Menu button.

6. Click the Add a new row button to insert another row.

7. Click the Action button.
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

Look Up Action

Cancel

Search Results

Training Guide
Financial Aid

Sign out

Mew Window | B

1303
Field Value Description
B Offer/Accept
o Offer
X Discard
& 8 @ mtemet

Step Action

8. Click an entry in the Description column.
Dife

PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

|/ Manual Student Packaging '\ Need Summary } Term Summary |,

Jane Doe D
- 0000000
Institution: LSUHS HE e

Aid Year: 2008  Financial Aid Year 2007-2008

Career: [6RAD |& award Period: Award Noffication

Aggregate Source D€L ¥ paciace Srars; |Completed v Reset Validate | Post |
Award i Status

“Nbr Action Career Item Type Description Offered Accepted Disb Plan  *Split Code

[ ] GraD 943000000007 \?V’:‘f‘,js'“ﬁgs Fee 05 [0t ] Disbursement
bl ero [ e [al Ja =
[ ] GraD 943000000043 \?\,’sg’ezugjgfse Disbursement
Grad Studies F

Waners o2

[ @ craD 943000000044 Disbursement [#]

B save | (L Retunto Search | [=] Notify

Hanual Student Packaging | Need Summary | Term Summary

New Window | Custormize Page | [

Sign out

&] Done

2 4 ntemet

Step Action

9. Click the Item Type button.

&
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce Home Sign out
»

New Window | &, 2

Look Up Item Type

SetlD: SHARE
Aid Year: 2008

Item Type: | begins with v || ‘

Deseription: | begins with v || | 4

LookUp | clear | Gancel | Basic Lookup

Search Results

Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results
View All 110007300 [§] Last

tem Type  Descripti

912000000001 WIA/JS lew Orleans

912000000002 JTPA-Shreveport

912000000003 LEAP Grant- New Orleans

912000000004 LEAP Grant- Shreveport
912000000005 Federal Pell Grant

Orleans #2
912000000008 WIAUTPA-New Orleans #3

912000000009 JTPA-Shreveport#2

912000000010 JTPA-Shreveport#3

912000000013 LEAP Grant- Shreveport #2

912000000014 LEAP Grant- Shreveport #3

912000000015 Federal Pell Grant #2

912000000016 Federal Pell Grant £3

912000000017 Federal SEQG # b
& 8 @ mtemet

Step Action

10. Click an entry in the Description column.

|Federa| SEQD

PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce Home Sign out
»

New Window | Customize Page | 1=,

|/ Manual Student Packaging '\ Need Summary } Term Summary |,

Jane Doe

D: 0000000
AidYear: 2008 Financial Aid Year 2007-2008 Institution: LSUHS HE e
Career: [6RAD R Award Period: Award Noffication
Aggregate Source Package Status: Rese Valigte | Post |
(R (e,

“Nbr Action Career Item Type Description Offered Accepted  DisbPlan “Split Code

Grad Studies Fes
[ o semonoonr 52 S0 £ [ o S
ederal
GRAD (912000000008 | Federal SEOG
[ ] GraD 943000000043 \?\,’sg’ezugjgfse ), Disbursement
Grad Studies Fee
[ @ craD 943000000044 Jreimiieet 1,084 50 Q) Disbursement [#]

B save | (L Retunto Search | [=] Notify

Hanual Student Packaging | Need Summary | Term Summary

&) 2 4 ntemet

Step Action

11. Enter the desired information into the Offered field. Enter "100".

12. Enter $100.00 into the Accepted
field.

13. Click the Disb Plan button.
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

Look Up Disb Plan

Academic Career: GRAD

Disbursement Plan: |begins vith [v| |

Deseripti [begins with [+ |

LookUp | Clear | Cancel | gasic Lookup

Search Results
1707

bursement Plan Description

Training Guide
Financial Aid

Sign out

] e
New Window | B,

[ EallSpring New Orleans

02 Spring/Summer New Orleans

03 Three Term New Orleans

03 Fall Only New Orleans

o Spring Only New Orleans

09 Summer Only New Orleans

10 TOPS Stipend Fall/Sprin

& 8 @ mtemet

Step Action

14. Click an entry in the Description column.

|Fa||.f'5grir'|g Mew Orleanj

PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce

|/ Manual Student Packaging '\ Need Summary } Term Summary |,

Reset

Aggregate Source |D#2UL Y| package status: |Completed v

Validate |

Jane D
ane Doe D: 0000000

AidYear: 2008  Financial Aid Year 2007-2008 Institution: LSUHS HE e
Career: [GRAD  J&  award Period: Award Noffication

Post |

{ Award Y Staws

“Nbr Action Career Item Type

Offered Accepted  Disb Plan  “Split Code

N Y
[ —_
b Ja
O Y

Description
Grad Studies Fee
‘Waivers, NO
Federal SEOG
Grad Studies Fee
‘Waivers, NO2
Grad. Studies Fee
‘Waivers, NO3

[ ] GraD 943000000007

[0 ]@ craD [912000000008 |,

[ ] GraD 943000000043

[ @ craD 943000000044

B save | (L Retunto Search | [=] Notify

Hanual Student Packaging | Need Summary | Term Summary

Disbursement

[E3]

Disbursement

Disbursement [#]

New Window | Custormize Page | [

Sign out

2 @ ntemet

Step Action

15. Click the Split Code button.
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

Home

Look Up Split Code

Disbursement Plan: 01
split Code:

[begins with [+

LookUp | Clear | Cancel | gasic Lookup

Search Results

120f2

] Health Sciences Center

Sign out

-
ow | B

New W

8 @ meemet

Step Action

16. Click an entry in the Description column.

|Egua| Fall.f'Sgring|

PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

Home

|/ Manual Student Packaging "\_Need Summary } Term Summary |,

Jane Doe
ID: 0000000

Institution: LSUHS

|SEENG]

Aid Year: 2008  Financial Aid Year 2007-2008

Career: [GRAD  J&  award Period:
Aggregate Source

{ Award Y Staws

“Nbr Action Career Item Type

Award Notification

Reset Valdate | Post |

Package Status:

Description Offered Accepted  Disb Plan  “Split Code

Grad Studies Fee

[0 |& GrAD 943000000007 o St 05 G Disbursement

[0 ]@ GRAD (912000000008 | Federal SEOG 10000 [} 3]
Grad Studies Fes

[ ] GraD 943000000043 e S ), Disbursement
Grad Studies Fee

[ @ craD 943000000044 Jreimiieet 105450 [0 ]@& Dishursement [#]

B save | (L Retunto Search | [=] Notify

Hanual Student Packaging | Need Summary | Term Summary

New Window | Customize Page | [

Sign out

B & ntemet

Step Action

Click the Validate button.
Validate

17.

Click the Post button.
Post

18.
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Step Action

19. Click the Save button.

B save

20. This completes the topic on processing Financial Aid Awards.

End of Procedure.

Loan Origination Process - Common Line Prom Note-Stafford

Procedure

In this topic you will learn the Loan Origination Process.

PSOHETRN ss0r

PSOHRWEBDEV11 RcB

Menu B & B

®

- Workforce Administration
I Benefits

> Compensation

1 Payroll for North America
I Payrall Interface

> Warkforce Development
> Organizational Development
[ Enterprise Leaming

I Workforce Monitoring

[ Campus Community

> Student Recruiting

> Student Admissions

> Records and Enrollment
> Curriculum Management
I Financial Aid

> Student Financials

- Academic Advisement

I Contributor Relations

I Set Up HRUS

> Set Up SACR

1> Reporting Tools

> PeapleTools

I LSUHSC Processes

=

Home

&] Done

B @ Intemet

Step Action

1. Click the Financial Aid link.
l- Financial Aid |
2. Click the Loans link.
3. Click the Commonline Management link.

|Commonline Management]

4, Click the Enter Stafford Prom Notes link.

[Enter Stafford Prom Notes |
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PSQHETRN sus.0r
PSOHRWEBDEV11

= Commonline ~
Wanagement q |
= Uaintain Originated
ns

] I
New Window | B,

ai Enter Stafford Prom Notes
— Validate CL 4 Loans Enter any information you have and click Search. Leave fields blank for a list of all values

~ Validate CRC Loans

Enter Stafford Prom Findan ing Value
Note:

— Enter PLUS Prom Notes

= Enter ALT Loan Prom
Notes

= Maintain CL Academic Institution:
Disbursements

= Override Loan Status Aid Year:

~ Maintain Student PN

Usage

Process Hold and

Release

— Review Hold/Release Last Name: [ begins witn (<[

rrors

~ Loan Transmission First Name: [ begins with [+
formation -
ew CRC Loanstays | []Gase Sensitive

odes

- View CRC Loan
Participants Search | Glear | Basic Search [E] Save Search Criteria

= CRC Cettification
Request
ew CL 4 Lenders
jew CL 4 Loan

Servicers

> Commorline
Reconciliation

I Direct Lending
Wanagement

- DL School Account
Summary

I Direct Lending v

€] Done 8 @ mtemet

D: [begins witn > =

Er—"
—

National ID: [begins with [+

|
Campus ID: [begins with [+ |
|
|

Step Action

5. Enter the desired information into the ID field. Enter "0000000".

6. Select an Aid Year from the drop-down. In this example 2008 was selected as the
aid year.

7. Click the Search button.

Search

PSOHETRN ss0r

PSOHRWEBDEV11 RcB

= Commonline ~
Management
~ Maintain Originated

e ot Loans CommonLine PNote - Stafford
= Validate CRC Loans

Enter Stafford Prom Jane Doe ID: 0000000
Notes

= Enter PLUS Prom Notes| Aid Year: 2008 Financial Aid Year 2007-2008 Institution:  LSUHS

=~ EnterALT Loan Prom
Hotes

- fanancl “Loan Type Code:  [S11_|  FFELP Stafford Combo 1 Application Number: 1

= Override Loan Status

~ Maintain Student PN Lender OPEID:

y B
New Window | Customize Page | &,

@ Capital One(formerly Hibernia) LenderBranchD: | |Q

= Process Hold and Guarantor OPEID:
Release
= Review Hold/Release Capitalize Interest
Errors
= Loan Transmission References Complets
Information .
~ View CRC Loan Status

G, United Student Aid Funds Inc. Student Data

PHNote Status

Borrower Signature Signature Date:

odes
= View CRC Loan
Participants
~ CRC Certfication
Request
= View CL 4 Lenders B save | 2 Retunto Search | [=] Notify
iew CL 4 Loan
Servicers
1> Commonline
Reconciliation
> Direct Lending
Management
1> DL School Account
Summary
> Direct Lending v

&) B @ Intemet
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Step Action

8. Click the Collapse Menu button.

9. Previous Stafford Prom Note information exist for this student, therefore you will
add a new row to input the current Stafford Prom Note information.

Click the Add a new row button to insert a row.

Note: After the row is added the row count is change to 2 of 2.

10. Click the Look up Loan Type Code button.

PSOHETRN ss0r

PSOHRWEBDEV11 RcB

New Window | ng,

Look Up Loan Type Code

Academic Institution: LSUHS
Aid Year: 2008
Loan Type Ce: [ begins with (v ‘

Short Descripti [begins witn [«[ |

LookUp | Clear | Cancel | Basic Lookup

Search Results
120112

Loan Type CdDescription Short Description
SHI SHV FFELP Stafford Wed Gombo 1SH FEELP M

SHI2 SHV FFELP Stafford Med Combo 2 SHEFELP2

SHI3 SHV FFELP Stafford Med Combo 3SHFFELPN3

SHIN4 SHV FFELP Stafford Med Combo 4SHFFELPIA

ST1 EFELP Stafford Gombo 1 ST Combo 1

ST2 EFELP Stafford Combo 2 ST Combo 2

ST3 EFELP Stafford Combo 3 ST Combo 3

ST4 EFELP Stafford Combo 4 ST Combo 4

STP1 EFELP Stafford Gombo Profess 1 ST Prof 1

STP2 EFELP Stafford Combo Profess 2 ST Prof 2

STP3 EFELP Stafford Combo Profess 3 ST Prof 3

STP4 EFELP Stafford Combo Profess 4 ST Prof 4

&) B @ Intemet

Step Action

11. Select a Loan Type Code from the drop-down list.
ST Combo 1
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

Sign out

New Window | Custormize Page | [

CommonLine PNote - Stafford

Jane Doe D: 0000000
Aid Year: 2008 Financial Aid Year 2007-2008 Institution:  LSUHS

Find | View All
@, FFELP Stafford Gombo 1 Application Number: 2

Lender Branch ID: [

Student Data

“Loan Type Code:
Lender OPEID:
Guarantor OPEID:

Capitalize Interest PMote Status

References Complete:

[JBorrower Signature Signature Date: [\

[ save | (2 Retunto Search | [=] Notify

€] Done 8 @ mtemet

Step Action

12. Click the Look up Lender OPEID button.

=

PSOHETRN sas.0r

PSOHRWEBDEV11 rc Home
»

y B @
New Window | B, &

Look Up Lender OPEID
oPED:  [begnswih W[ ]

Branch ID: | begins with v |

Deseription: | begins with v || |

LookUp | clear | Gancel | Basic Lookup

Search Results
1-80 0f 50

302218 0000 DENTALoans

522583 0000 Sallie Mae Medical School Loan
5290300000 Capital One(formerly Hibernia;
Medloans Classic/Carnegie
‘Whitney-Conversion

606627 0000 BancorpSouth Bank
6338200000 Nelnet Conversion
7071760000 S-Wells Fargo Conversion
800097 0000 Regions

Sallie Mae

‘Whitney Natl Bank

LELA

JEFF DAVIS BANK & TRUST CO
Whitney Natl. Bank

LELA

Chase (formerly Bank One:
S-BANCORP SOUTH

&) B P Intemet

™
=
B
=
‘o
g
=

<

Step Action

13. Click an entry in the Lender OPEID drop-down.
[Whitney Matl BanH
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PSQHETRN sus.0r
PSOHRWEBDEVH  ree
»

Sign out

New Window | Custormize Page | [

CommonLine PNote - Stafford

Jane Doe ID: 0000000
AidYear. 2008 Financial Aid Year 2007-2008 Institution:  LSUHS
Find | View Al First Kl 20r2[*]
“Loan Type Code:  |ST!_|C4 FFELP Stafford Combo 1 Application Number: 2
Lender OPEID: [Boso7e|&, wwhitney Nati. Bank Lender Branch ID: e

GuaramtoroPEID: | Q. Student Data
Capitalize Interest
References Complete; ¥

[JBorrower Signature Signature Date: [\

PMote Status

[ save | (2 Retunto Search | [=] Notify

€] Done 8 @ mtemet

Step Action

14. Click the Look up Lender Branch ID button.

=

PSOHETRN sas.0r

PSOHRWEBDEV11 RcB
»

Sign out

y e
New Window | B

Look Up Lender Branch ID

Lender OPEID: 805076

Lender Branch ID:  begins with v ]
Descripti [begins witn [ |
Short Description:| begins with || ]
Look Up | Clear | Cancel |Ba5\:Luukup

Search Results

1of1
Lender Branch ID Description Short Description
0000 Whitney Natl_Bank\Whitney Na

&) B § Intemet

Step Action

15. Select a Lender Branch from the drop-down.
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PSQHETRN sus.0r
PSOHRWEBDEVH  ree
»

Sign out

New Window | Custormize Page | [

CommonLine PNote - Stafford

Jane Doe 1D: 0000000
AidYear. 2008 Financial Aid Year 2007-2008 Institution:  LSUHS
Find | View All a
“Loan Type Code:  |ST!_|C4 FFELP Stafford Combo 1 Application Number: 2
Lender OPEID: [805076  |&, whitney Natl. Bank Lender Branch ID: [poco &,

GuarantoropED: | Q&
Capitalze Interest
References Complete] 11

[JBorrower Signature Signature Date: [\

Student Data

PMote Status

[ save | (2 Retunto Search | [=] Notify

€] Done

8 @ mtemet

Step Action
16. Click the Look up Guarantor OPEID button.

=

PSOHETRN sas.0r

PSOHRWEBDEV11 RcB
»

Home Sign out

y e
New Window | B

Look Up Guarantor OPEID

Branch ID: | begins with v |

Deseription: | begins with v || |

LookUp | clear | Gancel | Basic Lookup

Search Results
150rs
[OPEID Branch ID Description

721 0000  S-Kentucky Higher Education As
722 0000  Louisiana Student Financial As

747 0000 S-Tennessee Student Assistanc
755 0000 Great Lakes Higher Education G
800 0000 United Student Aid Funds Inc.

B P Intemet

Step Action

17. Select an entry in the Look Up Guarantor OPEID drop-down.
ILouisiana Student Financial Ag
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rce Home Sign out
[E»
New Window | Customize Page | 1=,

CommonLine PNote - Stafford

Jane Doe 1D 0000000
AidYear. 2008 Financial Aid Year 2007-2008 Institution:  LSUHS

“Loan Type Code:  |ST!_|C4 FFELP Stafford Combo 1 Application Number: 2
Lender OPEID: [805076  |&, whitney Natl. Bank Lender Branch ID: o000 &,

Guarantor OPEID; 722 | Q4 Louisiana Student Financial As Student Data

Capitalize Interest Phoe Status

References Complete; ¥

ClBorrower Signature Signature Date: [ =

[ save | (2 Retunto Search | [=] Notify

€] Done 8 @ mtemet

Step Action

18. Click the Capitalize Interest drop-down and select from the list.
W
19. Click the Pay interest while in school list item.

[Pay interest while in school |

20. Select an option from the References Complete drop-down. In this example, No
was selected.

21. Click the Save button to save the Loan Origination Process data.
Bl Save
22. This completes the Loan Origination Process topic.

End of Procedure.

Loan Origination Process - Run Control

Procedure

In this topic you will learn the Loan Origination process.
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PSOHETRN s.s00r
PS9HRWEBDEV11 Rrce
Menu
Search:

> Workforce Administration
> Benefits

> Compensation

1> Payroll for North America
I Payrall Interface

> Workforce Development
> Organizational Development
> Enterprise Leamning

> Workforce Monitoring

1> Campus Community

> Student Recruiting

> Student Admissions

> Records and Enrollment
> Curriculum Management
> Financial Aid

> Student Financials

> Academic Advisement

> Contributor Relations

> Set Up HRUS

1> Set Up SACR

> Reporting Tools

> PeopleTools

1> LSUHSC Processes

|- by Personalizations

=

] Health Sciences Center

€] Done

8 @ mtemet

Step Action

1. Click the Financial Aid link.

|- Financial Aid |

2. Click the Loans link.

3. Click the Process Loans link.

[Process Loans|

PSQHETRN sus.0r

PS9HRWEBDEV11 Rce

= Loans
I Commonline
Wanagement
1> Commornline
Reconciliation
I Direct Lending
Managerment
- DL School Account
Summary
I Direct Lending
Reconciliation
| = Process Loans |
— View Loan Status Reports
- View Originated Loans
= View Loan Application
atus
= View Disbursement Status|
- View Award
isbursements
— Create Plote
Communication
- Print Promissory Note
~ View Promissory Note
~ Review Exception
Messages
— View Loan Transfer ID

rds

= View Loan Action Codes

= View Perkins MPN

= Print Perkins MPN

= View Perkins Loan
Indebtedness

= View Loan Gounseling

= View Lender Selection
= View DL Loan Counseling

Data

Loan Origination
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 |,

Run Control ID: begins with ||

[Jcase sensitive

Search | Clear |Easm Search (Bl Save Search Criteria

Find an Existing Value | Add a New Value

New Window | &

€] Done

8 @ meemet

Step Action

4, Click the Add a New Value tab.

I&dd a New ‘u’alue|
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Step

Action

A Run Control ID is used as a means to access the Process Scheduler.
The first time you use this method, you will need to create a run control.

To create a new Run Control ID, click the Add a New Value tab.
To use an existing Run Control ID, click the Find an Existing Value.

Run Control Specifications:

1. Specific to the end-user's ID

2. Can be entered in upper or lower case

3. Can be up to 30 characters

4, Character can include numbers, letter, but no special characters
5. Cannot contain blanks, to link words use the underscore.

Enter the desired information into the Run Control ID field. Enter "Loan_Orig".

Click the Add button.
Add

PSQHETRN sus.0r

PS9HRWEBDEV11 Rce Home Sign out

- New Window | Customize Page | g, |

Reconciliation Loan Origination
I Direct Lending

Management i
I- DL School Account Run Control ID:  Loan_Orig Report Manager  Process Monitor

Summary
I Direct Lending (Control Information Find  First ] 1011 (M Last

Reconciliation

— Process Loans
Jocess Loans “Institution: Aid Year: *Career: CL Orig Options: =

= View Loan Status Reports

= \ew Ongrated Lons sl [ ja [ [useProm tioe & Adjustmens

~ View Loan Application
Status [Juse Loan Program

~ View Disbursement Status

= View Award

Disbursements
- Greae g tsthamerroM: || tastametor [ |

Gommunication
=~ Print Promissory Note
= View Promissory Note Student Override Find | View Al First ] 1071 [ Last

- Review Exception )
Messages o ] Name: [ student Override  [][=]

- View Loan Transfer ID
Records

= View Loan Action Codes [

- View Perkins MPN

= Erint Perkins MPN

- View Perkins Loan
Indebtedness

- View Loan Counseling

Data : _ o
= View Lender Selection & sae | =] Notiy [E-Add | Update/Display

= View DL Loan Counseling
Data

Selection Criteria

i

@

8§ ntemet

Step

Action

Click the Collapse Menu button.

=

Click the Look up Aid Year button.
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PSOHETRN s.4007
PSOHRWEBDEV11 Rce Home Sign out
»
New Window | B,

Look Up Aid Year

Academic Institution: LSUHS
Aid Year: [ begins with [
LookUp | Clear | Cancel | gasic Lookup

Search Results
19019

JAid Year Description

Einancial Aid Year 2004-2005

E
Financial Aid Year 2001-2002
Einancial Aid Year 2000-2001

[

8 @ mtemet

Step Action

9. Select the Aid Year from the drop-down list.
[Einancial Aid Year 2007-2008)]

PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

Home Sign out
New Window | Customize Page | B, 4]

Loan Origination

Run Control ID:  Loan_Orig Report Manager ~ Pracess Wonitar RN

Control Information

Find First [ 1011 [ Last

“Institution: ~ “Aid Year:  “Career: CL Orig Options: FH[=

L [s% |:|Q Use Prom. Note - [ Adjustments

[Juse Loan Program

[Selection Criteria ]
LasthamerRoM: | | Lastameto: [

Student Override

Find | View Al First (4] 10r1 [H Last

o [ ] Name: [ Student Override  [][=]

B save | =] Notify B Add Update/Display

<

&] Done 2§ ntemet

Step Action

10. Click the Look up Career button.

&
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[0-©0 RRGLAkE2-Sc-UAER

e
T

Look Up Career

Academic Institution: LSUHS

Academic Career: | = v | 3

Deseripti [begins with (<[ |

Short D [ begins with (][ |

LookUp | clear | Gancel | gasic Lookup

Search Results

11of 11

JAcademic CareerDescription

New Window | &2,

AHP Allied Health_Graduate A

AHP Ugrd Allied Health. Undergraduate  AHP Ugrd
Dentistry Dentistry Dentistry
Dent Grad Dentistry_Graduate Dent Grad
Dent Ugrd Dentistry_Undergraduate  Dent Ugrd
Craduate Craduate Graduate
Med NO ledicine_New Orleans Med NO
Nurs Anest Nursing MN_Nurse Anesthesia Nurs Anest
Nurs Grad Nursing_Graduate Nurs Grad
Nurs Ugrd Nursing. Undergraduate Nurs Ugrd
Public Hth Public Health Public Hth
&) 8 @ mtemet

Step Action

11.

Ellied Health. Graduatg

Select the Academic Careen Description from the drop-down list.

PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

Loan Origination

Run Control ID:  Loan_Orig

Report Manager ~ Process Monitor

Control Information

“Institution: “Aid Year: “Career: CL Orig Options:

e N e r—

A

[Juse Loan Program

Selection Criteria
tasthamerrow: | | Lasthamero: [

Student Override

Name:

B sae | =] Notify

Find | View All
[0 Student Override

Home
Run
Find  First 2 1011 (M Last
F[=
Adjustments

First [4] 101 [H Last
HE

B Add Update/Display

Sign out

New Window | Customize Page | /&

<

&] Done

2§ ntemet

Step Action

12. Click the Run button.

Run
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

Process Scheduler Request

Home

UserID: CHAROL Run Control ID: Loan_Orig

Server Name: RunDate: (08202008 |

Recurrence: [ “| RunTime: |38958PM | Reset to Current Date/Time _ |
Time Zone: [ -

Process List

Select Description Process Name Process Type Type “Format
Loan Origination FAPLBOG1 COBOL sQL (None) (None) |

OK Cancel

Distribution
Distribution

] Health Sciences Center

Sign out

New Window | Custormize Page | [

€] Done

8 @ mtemet

Step

Action

13.

I

Select the Server Name from the drop-down list.

14.

Click the PSNT list item.

PSNT

15.

Click the OK button.
OK

PSOHETRN sas.0r

PSOHRWEBDEV11 RcB
»

Loan Origination

Run

Run Control ID: Process Monitor

Loan_Orig

Report Manager

Home

Control Information Find  First (1 10r1 (¥ Last
Process Instance: 743988
“Institution:  "AidYear:  “Career: CL Orig Options: =
Q Use Prom. Note v Adjustments
[Juse Loan Program
[Selection Criteria |
Lasthamerrom: | | LastameTo: ||
Student Override Find [ View Al First 1] 10r1 (] Last

B Save | =] Notify

B Add Update/Display

] Process Instance:743988

Sign out
New Window | Customize Page | B, ]
B § Intemet
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Step

Action

16.

Click the Process Monitor link to view the status of the process
|F"rncess ['-;lnnitmi

PSOHETRN ss0r
PSOHRWEBDEVH  Res Home Sign out

»
New Window | Customize Page

| Process List \_ Server List

User ID:[CHAROL | @, Type: [ v Last: [Days  |v| Refresh |
server: | v| Name: | |2 Instanee: | | o |
Run v Distribution v Save On Refresh

Status: Status
Process List

Customize | Find | View Al 8 First [ 1 o1 ] Last

Distribution

Process N .

q. Process Type User Details

Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details
743988 COBOL sQL FAPLBOG1 CHAROL 08/20/2008 3:53:58PM CDT Queued NA Details

Go back to Loan Origination

B save | =] Notify

Process List | Server List

]
[i=1

] Process Instance:743988 8 @ Intemet

Step

Action

17.

Click the Refresh button until the:
Run Status is Success and Distribution Status is Posted

Refresh

18.

Click the Go back to Loan Origination link.
|GD back to Loan Driqination|

19.

This completes the topic on running the Load Origination Process
End of Procedure.

View Customer Accounts

Procedure

In this topic you will learn how to View Customer Accounts.
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PSOHETRN s.s00r

PS9HRWEBDEV11 Rrce
Menu B B
Search:

> Workforce Administration
> Benefits

> Compensation

1> Payroll for North America
I Payrall Interface

> Workforce Development
> Organizational Development
> Enterprise Leamning

> Workforce Monitoring

1> Campus Community

> Student Recruiting

> Student Admissions

> Records and Enrollment
> Curriculum Management
> Financial Aid

> Student Financials

> Academic Advisement

> Contributor Relations

> Set Up HRUS

1> Set Up SACR

> Reporting Tools

> PeopleTools

1> LSUHSC Processes

|- by Personalizations

] Health Sciences Center

€] Done

8 @ mtemet

Step Action

1. Click the Student Financials link.
[l- Student Financiald

2. Click the View Customer Accounts link.
\View Customer Accounts]

PSOHETRN sas.0r

PSOHRWEBDEV11 RcB

- Grganizational Development |~
[ Enterprise Learning
[- Workforce Monitoring
(- Campus Community Customer Accounts

I Student Recruiting Enter any information you have and click Search. Leave fields blank for a list of all values
I Student Admissions

1 Records and Enrollment Find an Existing Value
1> Curriculum Management

I Financial Aid
[ Student Financials @
I» Tuition and Fees

I Charges and Payments ID: begins with | v Q
b Bill Customers

> Cashiering National ID:  [beginswith (v ]

I Payment Plans

I International Heatth Campus ID:  [begins with (V|

) Soverage Last Name:  |begins with (v

I Collections FirstName:  |begins with | v

I GL Interface

|- Taxes [Jcase Sensitive
- View Gorporate Accounts
Search | Clear |Basm search Bl save Search Criteria

= View Item Due
~ View Item Line
= View ltem
— View Corporate ftem Due
= View Corporate tem Line
— View Corporate tem

- Academic Advisement

1> Contributor Relations

I- Set Up HRIS

1> Set Up SACR

1> Reporting Tools

i PeapleTools

- LSUHSC Processes

|~ My Personalizations v

’ e
New Window | [,

&

B P Intemet

Step Action

3. Click the Look up Business Unit button.

4. Select a Business Unit from the drop-down.
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Step Action

5. Enter a Student ID in the ID field then Click the Search button.

Search

PSOHETRN .
PSOHRWEBDEVH  Res

.
ndow | Customize Page | /B

1> Organizational Development |
1> Enterprise Learning
1> Workforce Monitoring
i Campus Community
I- Student Recruiting Customer Accounts
I~ Student Admissions
- Records and Enroliment Business Unit: LSUNO
- Curriculum Management
- Financial Aid Jane Doe ID: 0000000 cademic Information
7 Student Financials
> Tuition and Fees Total:
> Charges and Payments
- Bill Customers

8500 Anticipated Aid:  0.00

I- Payment Plans Account Type Account Number Balance Open Date  Status

I» International Health
Coverage Equip EQUIPO0T - Summer-New 000 USD 05/21/2008  Active T

b Refde Orleans 2008 NE e
I Collections General GENERALQO1- Summer-New 0.00 05/21/2008  Active Account Details
I GL Interface Orleans 2008 wE e
I Taxes GRADUATION GRADUAT001- Summer-New 85.00 05/21/2008  Active Account Details
Oreens 2000 R
= View Corporate Accounts REG REGO01 - Summer-New 000 051912008  Active Account Details —
~ View ftem Due Orleans 2008 EEoe
— Tuition TUITIONoDT - Summer-Hew 000 05212008 Actve  Account Details
- % femD Orleans 2008 EEe
~ View Corporate ftem Due - o

e Corporate iem Dug GRADUATION GRADUAT001- Spring-New Orleans 000 0111112008 Active Account Details
— View Corporate tem Line 2008 S
~ View Corporate tem MA@
(- Academic Advisement
1> Contributor Relations
- Set Up HRIIS
I Set Up SACR
1> Reporting Tools

1> PeopleTools
- LSUHSC Processes || & Retumto Search | [Z] Notify

|- My Personalizations v v

&) B § Intemet

Optional OPTFEEQ01 - Spring-New Orleans 000 01/15/2008  Active Account Details
2008

Goto: Detail Trans  ltem Summary  ltemsby Term  ftemsby Date  Due Charges  Payment Plans

Step Action

6. Click the Collapse Menu button.

7. Click the Account Details link
[Ac count Detaild

PSOHETRN s
PS9HRWEBDEV11 Rce o Sign out
v
ndow | Custormize Page | [
Account Details
ID: 0000000 Doe, Jane Business Uni LSUNO
Account Number: EQUIP001 - Sum-N 2008 Account Balance: 0.00
Debits: 3000 Credits: 3000 Applied: 3000 Unapplied: 000
Item Term Amount
Glass Item Status Last Activity Date Balance
Check or Maney Order-NO Downto Sum-N 2008 3000 tem Details
Active 05/29/2008 0.00
Tech Fee, GS, NO Sum-N 2008 2000 ltem Details
Active 05/21/2008 0.00
Return
&) 8§ ntemet
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Step Action

8. Click the Item Details link.
ltem Detail

PSQHETRN sus.0r
PSOHRWEBDEV11  Rce
New Window | Customize Page | B, 4]
Customer Accounts
Business Unit: LSUNO
Doe, Jare ID: 0000000 Academic Information
Total: 85.00 Anticipated Aid:  0.00
Find | View All Fir
Account Type Account Number Balance Open Date  Status
Equip EQUIPO01 - Summer-New 000 USD 05/21/2008  Active Account Details 5 @
Orleans 2008
General GENERALO01- Summer-New 0.00 05/21/2008  Active Account Details HEG
Orleans 2008
GRADUATION GRADUATO01- Summer-New 85.00 05/21/2008  Active Account Details BE e
Orleans 2008
REG REGO01 - Summer-New 000 051912008 Active Account Details BE o
Orleans 2008
Tuition TUITIONOD1 - Summer-New 000 05/21/2008  Active Account Details EEO
Orleans 2008 B g O
GRADUATION GRADUATO001- Spring-New Orleans 0.00 01/11/2008  Active Account Details
2
Optional OPTFEEN01 - Spring-Mew Orleans 000 01/15/2008  Active Account Details EE e
2008
Goto: Detal Trans  ftem Summary ftemsbyTerm ftemsbyDate  DueCharges  Payment Plans
& Return to Search | [=] Notify |
v
€] Done 8 @ meemet

PSOHETRN sas.0r

PSOHRWEBDEV11 RcB

New Window | Customize Page | B,

Customer Accounts
Academic Information

1D: 0000000 Name: Doe, Jane
Gender:  Female
Find | View All___First 5 i Find | View Al First ] 1011 (] Last
Country Description NID Type National ID
United States Native
Career Term Data Find | View Al
Term Career Prim Prog  Residency Group Units Tot Units Level  Acad Load
Sum2008 GRAD BiochMBNP InState  GS 8000 111.000 Graduate Full-Time — Academic Plan Enrolment
Spro008  GRAD BiochMBNP InState  GS 0000 105000 Graduate FulkTime  Academic Plan Enrolment
Fal2007  GRAD BiochMBNP inState  GS 0000 105000 Graduate FulkTime  Academic Plan Enrolment
Sum2007 GRAD BiochMBNP InState  GS 0000 105000 Graduate Less12  Academic Plan Enrolment
Retum
&) B P Intemet

Step Action

10. Click the Academic Plan link.
[Academic Plar|
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PSOHRWEBDEV11 RcB

Academic Information

Academic Plan

ID: 0000000 Career

Acad Plan Declare Date  Req Term

Biochem & Molecular Bio, NP 08/01/2001

Academic Sub-Plan

Return

Requirement Term

GRAD

Fall-New Orleans 2001
Find | View All

Find

Firs|

Completion Term

Declare Date

1011 ¥ Last

101 (M Last

Sign out

New Window | Customize Page | B,

B § Intemet

Step Action

11. Click the Return link.

PSQHETRN sus.07

PSOHRWEBDEV{1 rcs

Customer Accounts

Academic Information

1D: 0000000 Name: Doe. Jane
Gender:  Female
Find | View Al
Country Description
United States Native

NID Type

Career Term Data
Term Career Prim Prog  Residency Group Units Tot Units Level
Sum2008 GRAD BiochMBNP InState  GS 8000 111.000 Graduate
Spr2008 GRAD BiochMB-NP InState  GS 0.000 105.000 Graduate
Fal2007 GRAD BiochMBNP InState  GS 0.000 105.000 Graduate
SUM2007 GRAD BiochMB-NP InState  GS 0000 105.000 Graduate
Return

Find | View All

Acad Load
Full-Time
Full-Time
Full-Time
Less 1/2

Academic Plan
Academic Plan
Academic Plan

Academic Plan

Enrollment
Enrollment
Enrollment

Enrollment

Sign out

y B
New Window | Customize Page | &,

B @ Intemet

Step Action

12. Click the Enrollment link.

Enrollment
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce
»

Academic Information

Enrollment Summary

D: 0000000 Name: Doe, Jane

Class # Subject

1041 Classinfo  BIOCH
DISSERTATION RESEARCH

Catalog
Compenent
400
Dissertatn

Session

Section  Status Reason

Census Date
Semester 1
08/15/2008

GRAD  Enrolled  Enrolled

Graded

Prog Units  Add Date
Bill Units Drop Date
6.00  05/19/2008
600

] Health Sciences Center

Sign out

New Window | Custormize Page | [

Return

&) 8 @ mtemet

Step Action

13. Click the Class Info link.

Class Info

PSQHETRN sus.0r

PS9HRWEBDEV11 Rce
»

Home Sign out

New Window | Customize Page | [

Enroliment Summary
Class Meeting / Instructor

ClassNbr Subject  Catalog
1041 BIOCH 400

Section
GRAD

Session

DISSERTATION RESEARCH Semester 1

First 1 or1 [ Last

PatNbr  Building/Room Start Tme EndTime M T W T F S S

1

Instructor Name  Harold, Carmen

Return

& 8 @ meemet

Step Action

14. Click the Return link.

| Eeturn |

15. Click the Item Summary link.

ltem Summary
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce

=

ID:

Business Unit:

Item Description

Item Summary

LSUNO
0000000

Doe, Jare

\_ltem Due Date

Home

Training Guide
Financial Aid

Sign out

New Window | Customize Page | /&

Item Type Term ‘;‘:Ji::: Account Term Item Amt Balance
Acad Excel Fee Grad SUNO  orinMew - generaLoor SPinoiew 9000 9000
Acad. Excel. Fee- Grad StuNO Eﬂle-g::vmua GENERALO01 Ear}‘eg:;”zum 0.00 0.00
Acad Excel Fee-GradSWNO  SummeTNeY GENERALODT Summeriel 6000 000
Acad Excel Fee Grad SN0 o MeY  ceneraLaor SPINGEN 90.00 0.00
Acad Excel Fee GradSuNO  PININEW - generatoor SPINONEW 9000 90,00
Acad Excel Fee-GradSWNO  Earie,  GENERALODT [oenes’, oo 90,00 000
Acad. Excel. Fee- Grad StuNO gﬂﬂi%ﬁ!’ GENERALO01 gﬁg‘;:z’gg‘g’ 60.00 0.00
Acad Excel Fee Grad SUNO  SUTMETHNEN Generalont TSN 8000 0.00 L
Acad Excel Fee GradSUNO  oPingMew - generagnr Seringliew 9000 000
Acad. Excel. Fee- Grad StuNO Earlle'g::umue GENERALO01 Eﬁ}‘ég::vzuue 90.00 0.00 =
€] Done 8 @ ntemet

Step

Action

16.

page of records or the last page of records.

For this exercise click the Last link

1-100f 124 M Last

Note: The system displayed 1-10 of 184 Records. Use the left and right arrows to
view next and previous records. Click the First and Last links to display the first

17.

Click the Item Due Date tab.

18.

Click the Return link.

PSOHETRN sas.0r

PSOHRWEBDEV11 RcB Home
»

Sign out

Window | Customize Page | i, 2!

Customer Accounts

Business Unit: LSUNO
Doe, Jane ID: 0000000 Academic Information
Total: 85.00 Anticipated Aid:  0.00

Find | View Al F

Account Type Account Number Balance Open Date  Status
Equip EQUIP001 rzu‘mmy;;z\g 000 USD 052112008  Active pecont D = B P
rieans
General GENERALDDW-E“"’”’”E’;;:‘B” 000 05/21/2008  Active Account Details BEoe
rieans
GRADUATION GF{ADUATDDL?)“"’”’”EE’E:‘B” 85.00 05/21/2008  Active Account Details HE8G
rieans
REG REGO01 rgu‘mmﬂgz\g 000 0511912008 Active Account Details BE e
rleans
Tuition TUITIONOOT rzu‘f”m”;;:;’ 000 05/21/2008  Active Account Details BE o
rieans
GRADUATION GRADUATDMfg;‘ggﬂéw@fléﬁﬂs 0.00 01/11/2008  Active Account Details B8 e
Optional OPTFEE001 fgggﬂ%ew@rleans 000 01/15/2008  Active Account Details HE e
Goto: Detai Trans  ftem Summary ftemsby Term  hemsbyDate  DueCharges  Payment Plans

£ Retumn to Search | [Z] Notify

&) B § Intemet
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Step Action

19. Click the Items by Term link.
|Items by Terrr‘l

PSIHETRN s
PSOHRWEBDEV{1 Rce
Check or Money Order-NO Downto 04/25/2004 08/14/2002 -130.00 000 -
Check or Money Order-NO Downto 04/25/2004 08/14/2002 -53.00 .00
Check or Money Order-NO Downto 04/25/2004 01/08/2003 4500 000
Check or Money Order-NO Downto 04/25/2004 01/08/2003 130.00 .00
Check or Money Order-NO Downto 04/25/2004 01/08/2003 8.00 000
Gheck or Money Order-NO Downto 04/29/2004 08/14/2002 000 000
Check or Money Order-NO Downto 04/29/2004 08/14/2002 0.00 000
Gen Activity Fee, GS, NO 08/14/2002 08/14/2002 1850 1850
Gen Activity Fee, GS, NO 04/29/2004 04/29/2004 -18.50 -18.50
Gen Activity Fee, GS, NO 04/29/2004 04/29/2004 1850 000
Grad. Studies Fee Waivers, NO 08/22/2002 08/22/2002 -1,170.00 000
Health Insurance-New Orleans 08/14/2002 08/14/2002 000 000
Stick Fee, New Orleans 08/14/2002 08/14/2002 800 0.00
Student Health, NO 08/14/2002 08/14/2002 60.00 60.00
Student Health, NO 04/29/2004 04/29/2004 -60.00 -60.00
Student Health, NO 04/29/2004 04/29/2004 60.00 000
Student Housing Fee, NO 08/14/2002 08/14/2002 51.50 51.50
Student Housing Fee, NO 04/29/2004 04/29/2004 -51.50 -51.50
Student Housing Fee, NO 04/29/2004 04/29/2004 51.50 0.00
Tech Fee, GS, NO 08/14/2002 08/14/2002 4500 4500
Tech Fee, GS, NO 04/29/2004 04/29/2004 -45.00 -45.00
Tech Fee, GS, NO 04/29/2004 04/29/2004 4500 000
UF, GS, New Orleans 08/14/2002 08/14/2002 1,170.00 1,170.00
UF, GS, New Orleans 04/29/2004 04/29/2004 -1,170.00 -1,170.00
UF, GS, New Orleans 04/29/2004 04/29/2004 1,170.00 0.00
Retun N |
&) B @ Intemet
Step Action
20. Click the Return link.
FEetumnm

PSOHETRN sas.0r
PSOHRWEBDEV11  Rca
New Window | Customize Page | /&, |
Customer Accounts
Business Unit: LSUNO
Doe, Jane ID: 0000000 Academic Information
Total: 85.00 Anticipated Aid: 0.0
Account Type Account Number Balance Open Date  Status
Equip EQUIP001 'i“T"ZEZ! 000 USD 052112008  Active pecont D = B P
rieans
General GENERALDDW-E“"’”'”E;’::‘B” 000 05/21/2008  Active Account Details BEoe
rieans
GRADUATION GRADUATDD«@U(WE;E;;V 85.00 05/21/2008  Active Account Details HE8G
rieans
REG REGO01 rgu‘mmﬂgz\g 000 0511912008 Active Account Details BE e
rleans
Tuition TUITIONOOT rgu‘mm”;;;;' 000 05/21/2008  Active Account Details BE o
rieans
GRADUATION GRADUATDMfg;‘ggﬂéw@fléﬁﬂs 0.00 01/11/2008  Active Account Details B8 e
Optional OPTFEE001 fgggﬂ%ew@rleans 000 01/15/2008  Active Account Details HE e
Goto: Detai Trans  ftem Summary ftemsby Term  hemsbyDate  DueCharges  Payment Plans
£ Retumn to Search | [Z] Notify 1
&) B § Intemet

Step Action

21. Click the Due Charges link.
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PSOHETRN sas.0r

PSOHRWEBDEV11 rc e Sign out

New Window | Customize Page | B,

Due Charges
Business Unit: LSUNO
D: 0000000 Doe, Jane

Find | View Al First 4 1011 [H Last

Due Date Due Amount Total Due

05/20/2008 8500 8500

Find | View Al Firsf

Item Type Item Term  Account Nbr  Account Term Due Date Due Amt Total Due
Diploma Fees, GS, NO Sum-N 2008 GRADUATOO1 Sum-N2008 052012008 25.00 25.00
Thesis Fees, GS, NO Sum-N 2008 GRADUATOO1 Sum-N2008 052012008 80.00 85.00
Retum
&] Done B P Intemet

Step Action

22. Click the Return link.

PSQHETRN sus.07
PSOHRWEBDEV41  rca T Soer
»
dow | Customize Page | /& ]
Customer Accounts
Business Unit: LsuNO
Doe, Jane ID: 0000000 Academic Information
Total: 85.00 Anticipated Aid:  0.00
Account Type Account Number Balance Open Date  Status
Equip EQUIPO0T - Summer-New 000 USD 05/21/2008  Active Account Details M E S
Orleans 2008
General GENERALOD1- Summer-New 000 05/21/2008  Active Account Details BE o
Orleans 2008
GRADUATION GRADUAT001- Summer-New 85.00 05/21/2008  Active Account Details EE e
Orleans 2008
REG REGO01 - Summer-New 000 0511912008 Active Account Details BE e
Orleans 2008
Tuition TUITIONDQ1 - Summer-New 000 05/21/2008  Active Account Details BE o
Orleans 2008
GRADUATION GRADUAT001- Spring-New Orleans 0.00 01/11/2008  Active Account Details B8 e
2
Optional OPTFEE001 - Spring-New Orleans 000 01/15/2008  Active Account Details S @
2008
Go to: Detail Trans ftem Summary  ftems by Term Items by Date Due Charges Payment Plans
& Retumn to Search | [=] Notify
&) B § Intemet

Step Action

23. Click the Payment Plans link.
|F'avment F'Ians|
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PSOHETRN s
PSOHRWEBDEV11  Rce
New Window | Customize Page | 1=,
Payment Plan
Business Unit:  LSUNO
D 0000000 Doe, Jane
Customize | Find | View All | B First [ or1 [¥] Last
Plan Description Y Plan Detail
ContractNbr  Contract Descripti Contract Type Plan Type Externalorgip  Sontract
Retum
& 8 @ mtemet
Plan Detall
PSOHETRN s
PSOHRWEBDEV11  Rce Home Sign out
»
New Window | Customize Page | 1=,

Payment Plan

Business Unit: LSUNO
ID: 0000000 Doe, Jane

Customize | Find | View Al | B First [4]1 071 [¥] Last

Contract Nbr Total Term Student Max Payments Billing Cycle First Bill Date
0.00 000

Retum

&) 2 P ntemet

Step Action

25. Click the Return button.
Feturn

26. Click the Return to Search link to view the Customer Account Search page.
|4Q Return to Search |

217. This completes this topic on how to view Customer Accounts.
End of Procedure.
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View NSLDS Data

Procedure

In this topic you will learn how to view NSLDS Data.

PSQHETRN sus.0r

PSOHRWEBDEV1! Rcs Sign out
Menu = [
Search:

®

> Ny Favorites

> Warkforce Administration
> Benefits

> Compensation

[> Payroll for North America
I Payroll Interface

> Warkforce Development
> Organizational Development
> Enterprise Leamning

> Warkforce Monitoring

1> Campus Community

> Student Recruiting

I Student Admissions

I Records and Enrollment
> Curriculum Management
1 Financial Aid

> Student Financials

> Academic Advisement

> Contributor Relations

> Set Up HRUS

1> Set Up SACR

I Reporting Tools

I PeopleTools

1> LSUHSC Processes

|- by Personalizations

&) 8 @ mtemet

Step Action

1. Click the Financial Aid link.
[l- Einancial Aid |

2. Click the Awards link.

3. Click the View NSLDS Loan Data link.
View MSLDS Loan Data

PSQHETRN sus.0r

PS9HRWEBDEV11 Add to Favori
= Awards ~ Wi
I Early Financial Aid u New Window | w5
Awards )
I» External Awards NSLDS Inquiry

I Mass Packaging
I Repackaging

I Award Processing
b Aggregates { Find an Exiating Valua
I Self Senvice Awarding

I Restricted Aid

I Notification Letter D: [begins with |+ (0000000 ]
= st S\ | g it B ‘
~ View Award Category Campus ID: | begins with |+|[ |

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

Summary
= View Term Award Last Name: [begins with |
Summary )
= View Award Earnings First Name: begins with |

Summary »
- View Anficipated Aid tem [Jcase sensitive
4

vpe
= View Anticipated Aid by
search | Glear | gasic search [E] Save Search Crteria

Term

— View Work Study Approval

= View Campus Jobs

~ Generate Overaward
Report

= View Award Activity
— Maintain User Edit

Messages

I Disbursement

I- Loans

1> Pell Payment

I ACGISMART Grants

> Fund Management

1> Return to Tile IV Funds

€] Done 8 @ mtemet
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Step Action

4, Enter the Student ID, and then click the Search button.

Search

PSQHETRN sus.0r
PSOHRWEBDEVH  ree
[Er]

+ Awards

b v = A~
A e Page | nm ©)

' Early Financial Aid New Window | Customize Page | n&

Awards _

I External Awards { NSLDS Information {__NSLDS Loan Detail " NSLDS Pell " NSLDSACG | NSLDSNSG |~ NSLDS Additional Information |,

I- Mass Packaging

I» Repackaging Doe. Jare 0000000 HEe

I Award Processing

I Aggregates

[ Self Service Awarding Last Updated:  07/29/2005 Last Effseq: 1 NSLDS Transaction Nbr: 1

I Restricted Aid

- Notification Letter

~ Need Summary Validation SSN: 434 NSLDS Transaction Source: ISR

= View by Date

= Uew Award Category NSLDS Post-Screening Code(s):
Summan

- View Term Award
Summan

- View Award Earmings

Summary Eff Date: 07202005 Seq: 1 NSLDS TxnNbri 1 NSLDS Transaction Source: ISR Detal
~ View Anficipated Aid tem Transaction FFELP | FDLP =
1

Type
= View Anticipated Aid by Process Date: 07/21/2005 Subsidized UnSub Unallocated Combined
erm ’ .
iew Work Study Approval Discharged:  None Aggregate: 0 0 0 50
= View Campus Jobs Default:
~ Generate Overaward Active Bankruptey:
Report . . .
— View Award Activity Satisfactory Repayment: N Total: $0 S0 ) S0

View NSLDS Loan Data Fraud:

laintain User Edi w
Messages
K 'E:;“;SE’"E”‘ Perkins Principal Balance: 0 Perkins Current Year Loan Amount: S0
I Pell Payment
- ACGISHART Grarts PLUS Outstanding Balance: 50 PLUS Total: 50
> Fund Management
> Retum o Ttle IV Funds Arad BIIIS Autetanding Ralanca: cn Arad BIIIS Tatal < I
9

80 S0 $0

&] Done 8 & ntemet

Step Action

5. Click the Collapse Menu button.

6. Click the Detail link column.

PSIHETRN s.c00r
PSOHRWEBDEV11 RcB Add to Favorites
»
indow | Customize Page | (&,
|/ NSLDS Information }/ NSLDS Loan Detail | NSLDS Pell | NSLDSACG |} NSLDSNSG ) NSLDS Additional Information |
Doe, Jane 0000000
SSN: 434 NSLDS DOB: LastUpdated: 07/29/2005  LastEffseq: 1 EE e
[Aggregate Data Find | View All___Firs or1[H Last
Eff Date: 07/29/2005 Seq: 1 NSLDS TxnNbr: 1 NSLDS Transaction Source: ISR Detail
Loan Detail Find | View Al First ] 1011 (¥ Last
NSLDS Ln Seq: Loan Year: NSLDS Contact:
NSLDS Loan Type: Contact Type:
NSLDS Status Stat EFFDT:
Code:
Guaranter: NSLDS Loan Type Cd: NA
Prin Bal: 50 Net Disk: 50 Balance Dt:
Loan Start: Loan End: Grade Level: =
Orig Schl: Capitalize Int:
Extra Unsub Ind: Perkins Cancellation Type:
Guarantee/Approved Amount: Total Disbursement Amount: 50
Guarantee/Approval Date: NSLDS Lender Servicer:
Last Loan Disbursement Date: NSLDS Lender Code:
&) B P Intemet
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Step Action

7. Click the NSLDS Pell tab.
[ NSLDS Pell |

PSQHETRN sus.07

PSOHRWEBDEVH1 rce e Sign out

|/ NSLDS Information ” NSLDS Loan Detail § NSLDSPell Y NSLDSACG )/ NSLDSNSG ) NSLDS Additional Information

Doe, Jane 0000000

ME @

SSN: 434 NSLDS DOB: LastUpdated: 07/29/2005  Last Effseq: 1

Eff Date: 07/29/2005 Seq: 1 NSLDS Txn Nbr: 1 NSLDS Transaction Source: ISR Detail
Information
Pell Seq: Pell Txn Nbr: Pell Updt: Pell Pd to Dt: $0
Pell Sched Amt: $0 Posted to COD: Pell Prent Used: 00000
Pell Schi Cd: NSLDS Pell Verf:
Pell Award Amt: $0 NSLDS EFC: Pell Change Flag:

Pell Payment Period Limit:

£ Return to Search | [Z] Notify

NSLDS Information | NSLDS Loan Detail | NSLDS Pell | NSLDS ACG | NSLDS NSG | NSLDS Additional Information

&] Done B P Intemet

Step Action

8. Click the NSLDS ACG tab.
[ NSLDS ACG |

PSOHETRN ss0r

PSOHRWEBDEV11 rce e Sign out

.
ndow | Customize Page | /B

|/ NSLDS Information }” NSLDS Loan Detail / NSLDS Pell 'y NSLDSACG  NSLDSNSG ) NSLDS Additional Information |,

Doe, Jare 0000000

ME @

SSN:  434- NSLDS DOB: LastUpdated: 07/29/2005  Last Effseq: 1

Eff Date: 07/20/2005 Seq: 1 NSLDS Txn Nbr: 1 NSLDS Transaction Source:  [SIR Detail

Find | View All
Sequence: Transaction Nbr: Last Update:
School Code: Academic Level:
Award Amount: Paid to Date: COD Seq Code:
lity Code Posted to COD: ACG Change:
High School Prog: Award ID: Award Year:
Percent Elig Schedule Award: Scheduled Award: Percent Elig Acad Year:

£ Retum to Search | [Z] Notify

NSLDS Information | NSLDS Loan Detail | NSLDS Pell | NSLDS ACG | NSLDS NSG | NSLDS Additional Information

&) B P Intemet
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Step Action

9. Click the NSLDS NSG tab.
| NSLDS N3G

PSQHETRN sus.0r
PSOHRWEBDEVH  Ree Home Add 1o
»

Sign out

New Window | Customize Page | [

f NSLDS Information Y NSLDS Loan Detail y NSLDS Pell | NSLDSACG NSLDS NSG NSLDS Additional Information

Doe, Jane

0000000

SSN: 434~ NSLDS DOB: Last Updated:

07/29/2005  Last Effseq: 1 HE @

Seq: 1 NSLDS Txn Nbr: 1 NSLDS Transaction Source: ISR

Detail
[National SMART Grant Information

Find | View Al
Sequence: Transaction Nbr: Last Update:
School Code: Academic Level:
Award Amount: Paid to Date: S0 COD Seq Code:
Instructional Program Code: Posted to COD: NSG Change:
Award ID: Award Year:

Percent Elig Schedule Award: Scheduled Award: Percent Elig Acad Year:

& Retumn to Search | [=] Notify

NSLDS Information | NSLDS Loan Detail | NSLDS Pell | NSLDS ACG | NSLDS NSG | NSLDS Additional Information

€] Done

8 @ meemet

Step Action

10. Click the NSLDS Additional Information link.
MNSLDS Additional Informatio

PSQHETRN sus.0r
PSOHRWEBDEVH  ree

Home Add to Favorites Sign out
»

New Window | Customize Page | /2

| NSLDS Information_y NSLDS Loan Detail y NSLDS Pell }_ NSLDSACG ) NSLDS NSG_ NSLDS Additional Information
Doe, Jare

0000000

SSN:  434- NSLDS DOB: LastUpdated: 07/29/2005 LastEffseq: 1 g @ O

[Aggregate Data

Find | View Al First B 1 or1 2 Last
Eff Date: 07/29/2005 Seq: 1 NSLDS Txn Nbr:

1 NSLDS Transaction Source: ISR
NSLDS Overpayment Information

Customize | Find | View Al
Overpayment Type Overpayment Indicator NSLDS Contact

NSLDS Overpayment Seq  Aid Year

Customize | Find | View Al

NSLDS Name Hist Seq First Name History M1 Hist

Last Name History

& Retumn to Search | [] Notify

NSLDS Information | NSLDS Loan Detail | NSLDS Pell | NSLDS ACG | NSLDS NSG | NSLDS Additional Information

2 https://psohrrc...

Step Action
11.

Click the NSLDS Information tab to return to the main NSLDS information page.
[NSLDS Information|

Page 48



1] Health Sciences Center

Training Guide
Financial Aid

Step Action

12. This completes the topic on Viewing NSLDS data.
End of Procedure.

3C's
How to Add Comments

Procedure

In this topic you will learn how to Add Comments.

PSOHETRN 5507

PSOHRWEBDEV11 Rce

Menu =1

Search:
®

[> Workforce Administration
[ Benefits

[ Compensation

[ Payroll for Narth America
[- Payroll Interface

[- Workforce Development
[> Organizational Development
[- Enterprise Learning

[- Workforce Monitoring

[ Campus Community

[- Student Recruiting

[> Student Admissions

[ Records and Enrollment
[- Curriculum Management
[> Financial Aid

[> Student Financials

[> Academic Advisement
[> Contributor Relations

[ Set Up HRMS

[ Set Up SACR

[- Reporting Tools

[- PeopleTools

[- LSUHSC Processes

= My Personalizations

Home

Sign out

@

2 %9 Local intranet

Step Action

1. Click the Campus Community link.
[D= Campus Cummunitﬂ

2. Click the Comments link.

3. Click the Comments - Person link.

[Comments - Person|

4, Click the Person Comment Entry link.
[Person Comment Entny
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PS9HETRN s.u007

PS9HRWEBDEV11 RcE

I- Enterprise Learning

I- Workforce Monitoring

= Campus Community

[- Personal Information
(Student)

I SEVIS

[- Checklists

[» Communications

= Comments
=~ Comments - Person

= Person Comment Entry

= Person Comment

[E3

Person Comment Entry

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

l/ Find an Existing Value "\ Add a New Value

Home

] Health Sciences Center

Sign out

. 2
New Window | n

ID: begins with [+ ||| Q,

| Number: |: "‘ ‘ |

Summary
= Person Comment Detail

ative Function: | begins with ||

|2

I- Comments - Organization
[ Set Up Comments
= 3C Engine Trigger Results

Comment Category:

begins with Q,

|beg|n5 with v |Q_

= Run 3C Engine
I- 3C Engine
I> Service Indicators
I Service Indicators (Student)
I- Organization
I Committees
[- Campus Event Planning
I- Student Recruiting
> Student Admissions
[- Records and Enrollment
I- Curriculum Management
> Financial Aid
[- Student Financials
[ Academic Advisement
[ Contributor Relations
- Set Up HRMS
[- Set Up SACR
- Reporting Tools
I PeopleTools
[- LSUHSC Processes
= My Personalizations

<

Comment Date:

@ B

National ID: begins with \—I
Campus ID: begins with \—I
Last Name: begins with \—I
First Name: begins with \—I

[ case sensitive

Search | Clear | Basic Search [E) Save Search Criteria

Find an Existing Value | Add a Mew Value

@ Done

8 & Local intranet

Step Action

Click the Add a New Value tab.

Iﬂdd a New ‘u’alue|

Enter the desired information into the ID field. Enter "0000000".

Add

Click the Add button.
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PSOHETRN s sr m
PS9HRWEBDEV11 RcE

- Enterprise Learning ~
I- Workforce Monitoring N
= Campus Community

[- Personal Information

, I
New Window | Customize Page | ,

(Student)

& SEVIS Person Comment Entry

[- Checklists

[» Communications Jane Doe o 0500000

= Comments
= Comments - Person

Comment DateTime: 08/22/2008 2:11:13PM

= Person Comment
Summary “Administrative Function: l:lq

e e . I [LSUMSC - New Orleans v
I- Comments - Organization
[ Set Up Comments
= 3C Engine Trigger Results Comment Category: I:lOL
= Run 3C Engine
I- 3C Engine

I Service Indicators Comment ID: 0119363 Q Harold.Carmen P.

I Service Indicators (Student)

I- Organization Department: I:lQ_

[- Committees

[- Campus Event Planning Comment Date: 08/22/2008
I- Student Recruiting Comments
- Student Admissions
[- Records and Enrollment ‘

I- Curriculum Management
I Financial Aid Append Comments:

[- Student Financials

[ Academic Advisement
[ Contributor Relations

- Set Up HRMS

b e Up Sheh Bisoe | St | E
- Reporting Tools

I PeopleTools

[- LSUHSC Processes | |

= My Personalizations v < | E

&) 8 % Local intranet

Step Action

8. Click the Collapse Menu button.

=

9. Click the Look up Administrative Function button.

PSOHETRN s ser m
PSOHRWEBDEV11 Rce

p i
Mew Window | ,

[

Look Up Administrative Function

Administrative Funetion: | begins with |+
Description: begins with v

Look Up Clear | Cancel |Eas\c Lookup

Search Results
1-320f32

Admissions Application
Admissions Program
Advancement Acknowledgements
Advancement Initiatives
Advancement Member Benefit
Advancement Membership
Awarding

Budget Maintenance =
Event

Einancial Aid

General

International Health Coverage

ISIR Carrections

Loan

Internships NLD

Educational contracts NLD

Prospect Program

Praspect

Prosnect Self Service 3

2| % Local intranet
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Step

Action

10.

Click an entry from the Look Up Administration Function drop-down.

PSOHETRN 5507

PSOHRWEBDEV11 Rce
»

Jane Doe

Comment Date Time:

“Administrative Function:

Person Comment Entry

1D:
08/22/2008 2:11:13PM
hWRE X Awarding

[LSUHSC - New Qrleans

“Comment Category:

Comment ID:
Department:

Comment Date:

Comments

Append Comments:

B save | [=] Notify

L

0119363 le}
[
08/22/2008

0000000

Harold Carmen P

Home Sign out

i i
New Window | Gustomize Page | n

Variable Data

[EAdd Update/Display

&] Done

2 %9 Local intranet

Step

Action

11.

Click the Look up Comment Category button.
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PS9HETRN s.u007

PS9HRWEBDEV11 RcB
»

Look Up Comment Category

Comment Category: begins with |+ \—1
begins with + \—1

Clear I Cancel IEaS\CLDUM

Description:

Look Up I

Search Results
[4] 12of2 [1]
Comment Category Description

Training Guide
Financial Aid

. 2
New Window | n

AWRDN Awarding New Orleans
LOANN Loan Processing-New Orleans
&) 8 % Local intranet
Step Action
12. Select a Look Up Comment Category from the drop-down list.
[Awarding New Orleans]

PSOHETRN 5507

PSOHRWEBDEV11 Rce
»

Person Comment Entry

Jane Doe

i i
New Window | Gustomize Page | n

0000000

Comment Date Time:

“Administrative Function:

08/22/2008 2:11:13PM

vz

[LSUHSC - New Qrleans v

Awarding

“Comment Category:

Comment ID:
Department:

Comment Date:

Comments

Append Comments:

B save | [=] Motify |

Variable Data I

Awarding New Orleans

o Ja

0119363 le}
[ Ja
08/22/2008

General Awarding Comments

Harold, Carmen P

[EAdd | updam/msplayl

&] Done

2 %9 Local intranet
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Step

Action

13.

Note: Variable Data is required.

Click the Variable Data button.
Yariable Data

[

Variable Data

Aid Year: Dq
Academic Career: l:lq
Item Type: l:lQ-

OK Cancel

PSOHETRN s m
PSOHRWEBDEV11 Rce

i i
New Window | Gustomize Page | n

@ Done

2 % Local intranet

Step

Action

14.

Click the Look up Aid Year button.
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PS9HETRN s.u007

PS9HRWEBDEV11 RcB
»

Look Up Aid Year

EmplID:

Academic Institution:

. 2
New Window | n

0023561
LSUHS

Aid Year:

Look Up I

begins with |+

Clear I Cancel IEaS\CLuukup

Search Results

1-60f 6 m

&l

8 % Local intranet

Step Action

15.
2007

Select a Aid Year from the drop-down.

PSOHETRN 5507

PSOHRWEBDEV11 Rce
»

\Variable Data
Aid Year:
Academic Career:

Item Type:

OK | Cancel |

2007 R Federal Aid Year 2008-2007
[ a
[ N

i i
New Window | Gustomize Page | n

&] Done

2| % Local intranet
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Step Action
16. Click the OK button.
OK
PSOHETRN s.s0r
PSO9HRWEBDEVi1 Rce _Home Sign out
[
New Window | Gustomize Page | ,En
Person Comment Entry
Jane Doe ID: 0000000
Comment Date Time: 08/22/2008 2:11:13PM
*Administrative Function: Q Awarding
[LSUHSC - New Qrleans v
*Comment Category: O\ Awarding New Orleans
Comment ID: Q Harold, Carmen P
Department: :Q
Comment Date: 08/22/2008
Comments General Awarding Comments ‘
Append Comments: ‘ ‘
B save | =] Notify [EAdd Update/Display
&] Done & % Local intranet
Step Action
17. Click the Save button to save the Comment.
B save
18. This completes the topic on how to Add Comment.
End of Procedure.

How to Append or Update a Comment

Procedure

In this topic you will learn how to Append and Update a Comment.

Page 56



Training Guide
Financial Aid

1] Health Sciences Center

PSQHETRN sus.0r

PSOHRWEBDEVH  ree Hom
Menu = [
Search:

®

> Ny Favorites

> Warkforce Administration
> Benefits

> Compensation

[> Payroll for North America
I Payroll Interface

> Warkforce Development
> Organizational Development
> Enterprise Leamning

> Warkforce Monitoring

1> Campus Community

> Student Recruiting

I Student Admissions

I Records and Enrollment
> Curriculum Management
1 Financial Aid

> Student Financials

> Academic Advisement

> Contributor Relations

> Set Up HRUS

1> Set Up SACR

I Reporting Tools

I PeopleTools

1> LSUHSC Processes

|- by Personalizations

€] Done 8 @ mtemet

Action

1. Click the Campus Community link.
[l Campus Community

2. Click the Comments link.

3. Click the Comments - Person link.
[I- Comments - Person |

4, Click the Person Comment Entry link.
[Person Comment Entny

PSOHETRN sas.0r

PSOHRWEBDEV11

B Home Add to Favorit

- Enterprise Learning

I Workforce Monitoring
[~ Campus Gommunity
I Personal Information

B

’ e
New Window | [,

Person Comment Entry

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

[- Communications f Find an Existing Value "\ Add a New Value

= Comments

= Comments - Person

= Person Gomment
Summary
— Person Comment Detail
1> Commerts - Organization
I> Set Up Comments
- 3C Engine Trigger Results
= Run 3C Engine
I> 3C Engine
I> Service Indicators
> Service Indicators (Student)
1> Organization
1> Committees
I Gampus Event Planning
1> Student Recruiting
1> Student Admissions
1> Records and Enrollment
1> Curriculum Management
I Financial Aid
I- Student Financials
- Academic Advisement
I Gontributor Relations
I Set Up HRIMS
1> Set Up SACR
1> Reporting Tools
I PeopleTools
- LSUHSC Processes
|- My Personalizations v

D: begins with || a
Sequence Number:  [= v

Function: begins with ]| o,
Comment Category: | begins with v a

Academic

[begins with [« [

Comment Date:
National ID:
Campus ID:
Last Name:
First Name:

[Jcase sensitive

Search | Clear

= v

L B
begins with v

[begins with (][ |

[begins with (][ |

[begins with (][ |

| Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value

&

B P Intemet
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Step Action

5. Enter the desired information into the ID field. Enter "0000000".

6. Click the Search button.

Search

7. Click the Collapse Menu button.

8. Click an entry in the ID column.

PSOHETRN ss0r

PSOHRWEBDEV11 RcB

New Window | Customize Page | /&

Person Comment Entry

Jane Doe D: 0000000
Comment DateTime: 08/28/2008 11:35:33A1
“Administrative Function:  |FMNA [, Financial Aid
*Academic Instituti LSUHSC - New Orleans v
Variable Data
“Comment Category: FARPN O FA Appeals-New Orleans —I
Comment ID: 0119363 Q Harold Carmen P
Comment Date: 08/28/2008

Comments Financial Aid Appeals Comments ‘

Append Comments:

B Save | {2 Retumto Search | +E] Previous in List | g | =] Notity | Eadd | 2

&] Done B § Intemet

Step Action

9. Append Comments

10.

End of Procedure.

How to Add Communications

Procedure

In this topic you will how to use Add Communications.
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PS9HETRN s.u007
PSO9HRWEBDEV11 RCB
Menu B 8 B
Search:
[ Workforce Administration
[+ Benefits

[- Compensation

[- Payroll for North America
[ Payroll Interface

[ Workforce Development
[- Organizational Development
I Enterprise Learning

[ Workforce Monitoring

[- Campus Community

I> Student Recruiting

[+ Student Admissions

[> Records and Enroliment
[- Curriculum Management
[> Financial Aid

[> Student Financials

[> Academic Advisement
[> Contributor Relations

[> Set Up HRMS

[ Set Up SACR

> Reporting Tools

[ PeopleTools

[- LSUHSC Processes

= My Personalizations

Home

Sign out

Training Guide
Financial Aid

@l Done

8 % Local intranet

Step

Action

Click the Campus Community link.

[D= Campus Cummunitﬂ

|D= Cnmmunicatinnﬂ

Click the Communications link.

Click the Person Communications link.

[I- Person Communications

Communication

Management

Click the Communication Management link.
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PSOHETRN s sr m
PS9HRWEBDEV11 RcE

= Person Communications Mew Window |
= Communication .
Management R R
c tion IV t
Enter any information you have and click Search. Leave fields blank for a list of all values

Communication L etter - —
Data | Find an Existing Value "\ Add a New Value ',

I> Organization
Communications

I- Mass Change - 1D \M‘I—‘O\
Communications Sequence Number: = v

I> Set up Communications

= 3C Engine Trigger Results Ci ication Date: = b @

= Run 3C Engine . P
= Letter Generation ‘begms with | H ‘O\

= Communication Administrative Function: |begins with '+ Q
Generation
- Envelope and Label Communication Category: | begins with [+ Q

Generation

= Reset Communication c ication Context: [begnswith (v @
[- Comments i . \w‘l—l
I 3C Engine National ID: g
I Service Indicators Campus ID: \M‘l—l

I Service Indicators (Student)

[ Organization Last Name: begins with v

[- Committees

&> Campus Event Planning First Name: [begins with v

- Student Recruiting .
[ Student Admissions [case sensitive
[ Records and Enrollment
K gm;;r:cu‘;rx‘snanagement Search | Clear | Basic Search [E) Save Search Criteria
[ Student Financials
- Academic Advisement ‘m . .

[- Contributor Relations Find an Existing Value | Add a New Value
- Set Up HRMS
- Set Up SACR v

&) 8 % Local intranet

5

Step Action

5. Click the Add a New Value tab.
Add a New Valuel

6. Enter the desired information into the ID field. Enter "000000",

7. Click the Add button.
Add
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PSOHETRN s sr m
PS9HRWEBDEV11 RcE

= Person Communications | .
= Communication B
Management —
— Communication [ Person Communication Y Communication Recipient Data \
Summary
= Communication Detail
= Communication Letter
Data
I> Organization
Communications
I- Mass Change -
Communications Assign DateTime: 08/22/2008 2:43:45PM
I> Set up Communications
= 3C Engine Trigger Results *Function: l:lq
= Run 3C Engine _
e “nstituti [LSUHSC - New Orleans v

= Communication l:lq
Generation Comm Key:

, I
New Window | Customize Page | , lad

Jane Doe 1D: 000000

= Envelope and Label
Generation *Category: l:lq

= Reset Communication =
[- Comments “Context: I:lQ
[ 3C Engine
I+ Service Indicators *Methed: DQ
I Service Indicators (Student) ‘ 3
[ Organization “Direction:
[ Committees
I Campus Event Planning Letter Code: l:l Include Enclosures

- Student Recruiting
[ Student Admissions

- Records and Enrollment -
I Curriculum Management [of ication Date: 0812212008 [z Begin Time: I:l End Time: l:l s

[- Financial Aid

[ Student Financials .

I Academic Advisement - C | ‘ [CIprint comment

[- Contributor Relations

[+ Set Up HRMS Communication ID: 0119383 X ~|
[- Set Up SACR v ¢ I 5
{&] Done 8 % Local intranet

Step Action

8. Click the Collapse Menu button.

=

9. Click the Look up Function button.

PSOHETRN s ser m
PSOHRWEBDEV11 Rce

p i
Mew Window | ,

[

Look Up Function

Administrative Funetion: | begins with |+
Description: begins with v

Look Up Clear | Cancel |Eas\c Lookup

Search Results
1-320f32

Admissions Application

Admissions Program

Advancement Acknowledgements

Advancement Initiatives

Advancement Member Benefit

Advancement Membership

Awarding

Budget Maintenance =
Event

Einancial Aid

General

International Health Coverage

ISIR Carrections

Loan

Internships NLD

Educational contracts NLD

Prospect Program

Praspect

Prosnect Self Service 3

2| % Local intranet
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Step

Action

10.

Click an entry in the Description column.
Financial Aid

PSOHETRN 5507

PSOHRWEBDEV11 Rce
»

[ Person C: Y Communication Recipient Data \

Home Sign out

New Window | Customize Page | ,En |

Jane Doe 1D: 000000

Assign DateTime: 08/22/2008 2:43:45PM

i Ja

*Function: Financial Aid
| LSUHSC - New Orleans v
Comm Key: l:lq
“Category: l:lq
“Context: I:|Q
“Method: DQ
*Direction: [ b
Letter Code: l:l Include Enclosures

@ Begin Time: l:l End Time: l:l

| [[]Print Comment

Communication Date:

G ‘

Variable Data

_Enclosures |

Sequence:

Item Sequence:

c ication ID: 0118363 a Harold.Garmen P =
i&] Done 2| %9 Local intranet
Step Action

11.

Click the Look up Category (Alt+5) button.
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E»

Look Up Category

c ication Category: begins with || ‘

Description: begins with + \—1

LuukUpI Clear I Cancel IEaS\CLDUM

Search Results
1-20f2

Communication Category Description
AWARD Awarding
EINAND Einancial Aid-Mew Orleans

Training Guide
Financial Aid

PSOHETRN s sr m
PS9HRWEBDEV11 RcE

. 2
New Window | n

&l

8 % Local intranet

Step Action

12. Click an entry in the Description column.

[Financial Aid-New Orleans]

PSOHETRN s ser m
PSOHRWEBDEV11 Rce

[
New Window | Customize Page | n Ly
[ Person Communication Y Communication Recipient Data \
Jane Doe 1D:

Assign DateTime: 08/22/2008 2:43:45PM

*Function: FIN Q Financial Aid LETERS DE

“Institution: | LSUHSC - New Orleans v

Comm Key: [ =

“Category: FINANO |, Financial Aid-New Orleans

“Context: I:lOL

“Method: DQ

*Direction: | =

Letter Code: l:l

fof ication Date: 08/2212008 _[&i) Begin Time: l:l End Time: l:l Sequence:

Item Sequence:
Comments:
G ication ID: 0119383 o Harold, Carmen P 3
————

&l 2| %9 Local intranet
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Step

Action

13.

Click the Look up Context (Alt+5) button.

[

Look Up Context

Communication Category: FINANO

C ication Context: ‘begms with ]| ‘

Description: begins with \—1
Look Up | Clear | Cancel | Basic Lookup

Search Results

1-20f2
Communication ContextDescription

EAFCLN EA File Complete Letter - NO
EAMILN EA Missing Info New Orleans

PSOHETRN s m
PSOHRWEBDEV11 Rce

p i
Mew Window | ,

&

2 %4 Local intranet

Step

Action

14.

[EA File Complete Letter - NQ)

Click an entry in the Description column.
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RSO ETRN .
PSOHRWEBDEV1 Rcs

, I
New Window | Customize Page | , had

] Health Sciences Center

E»

[ Person Communication | Communication Recipient Data

Jane Doe ID: 000000

Assign DateTime: 08/22/2008 2:43:45PM

*Function: FINA o8 Financial Aid Variable Data I

“institution: [LSUHSC - New Orleans v

Comm Key:

*Category: Financial Aid-New Orleans

*Context: FA File Complete Letter - NO

*Method:

“Direction: | b

Letter Code: l:l Include Enclosures

c ication Date: 08/22/2008 [ Begin Time: l:| End Time: l:| Sequence:

Item Sequence:

Comments: ‘ | [ Print Comment
icati . 01193863
c D: A Harold, Carmen P 2
 —
&] Done 8 % Local intranet

Step Action

15. Click the Look up Method button.

PSOHETRN oor m
PS9HRWEBDEV11 RcE

New Window | [

E»

Look Up Method

Cancel |

Search Results

&) 8 % Local intranet
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Step Action

16. Click an entry in the Communication Context column.

FAFCL

PS9HETRN s.u007

PS9HRWEBDEV11 RcB Home Sign out
»

New VWindow | Customize Page I h@, 4

[ Person Communication | Communication Recipient Data

Jane Doe ID: 0000001

Assign DateTime: 08/22/2008 2:43:45PM

*Function: FINA Q Einancial Aid Variable Data

[LSUHSC - New Orleans v

Comm Key: L
*Category: FINANO |3, Financial Aid-New Orleans

*Context: FAFCLN & FA File Complete Letter - NO
*Method: Q Letter
“Direction: | hé

Letter Code: l:l Include Enclosures
Communication Date: 08/22/2008 |[5) Begin Time: l:l End Time: l:l Sequence:

Item Sequence:

fod ‘ | [ Print Comment
¢ ication ID: W‘O‘ Harold, Carmen P >
&] Done 8 % Local intranet
Step Action
17. Click the Direction list.
W

18. Click the Outgoing Communication list item.

[Outgoing Communication |
19. Click the Look up Letter Code (Alt+5) button.
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PS9HETRN s.u007

PS9HRWEBDEV11 RcB
»

Look Up Letter Code

Academic Institution:
Communication Context:
Communication Method:

Communication Direction:

. 2
New Window | n

LSUHS
FAFCLN
Letter

Qutgoing Communication

Letter Code:

begins with +

LuukUpI Clear I Cancel IEaS\CLDUM

Search Results

1of1
Description
EA7 File Complete Letters
&) 8 % Local intranet

Step

Action

20.

Click an entry in the Description column.
Eile Complete Letters]

PSOHETRN 5507

PSOHRWEBDEV11 Rce
[

New Window | Customize Page | n L2y

[ Person Communication Y Communication Recipient Data \

Jane Doe 1D: 0000001

Assign DateTime: 08/22/2008 2:43:45PM

*Function: Q Financial Aid LETERS DE

“Institution: | LSUHSC - New Orleans v

Comm Key: [ =

“Category: Q Financial Aid-New Orleans

*Context: FA File Complete Letter - NO

“Method: Letter

“Direction: |Outgmng Communication ~

Letter Code: Q File Complete Letters Oinclude Enclosures

fof ication Date: 08/2212008 _[&i) Begin Time: l:l End Time: l:l Sequence:

Item S :
Comments: ‘ | [[]Print Comment em Sequence
G ication ID: 0119383 o Harold, Carmen P 3
————

&] Done 2| %9 Local intranet
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Step Action

21. Note: Variable Data is required in order to complete this process.

Click the Variable Data button.
Variahle Data

PSOHETRN 5507

PSOHRWEBDEV11 Rce Home Sign out
[
New Window | Gustomize Page | ,En
Variable Data
Aid Year: DQ
OK Cancel
&] Done 2 % Local intranet

Step Action

22. Click the Look up Aid Year (Alt+5) button.
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PS9HETRN s.u007

PS9HRWEBDEV11 RcB
»

Look Up Aid Year

EmplID:

Academic Institution:

. 2
New Window | n

0023561
LSUHS

Aid Year:

Look Up I

begins with |+

Clear I Cancel IEaS\CLuukup

Search Results

1-60f 6 m

&l

8 % Local intranet

Step Action

23.
2007

Click an entry in the Aid Year column.

PSOHETRN 5507

PSOHRWEBDEV11 Rce
»

\Variable Data

fawr 1
OK | Cancel |

Aid Year:

Federal Aid Year 2006-2007

i i
New Window | Gustomize Page | n

&] Done

2| % Local intranet

Page 69



T.ralm.ng dee B Health Sciences Center
Financial Aid

Step Action
24, Click the OK button.
OK

PSOHETRN s.0r

PSOHRWEBDEV11 Rce Home Sign out
E
. uvirection: = =

|55

L )
Letter Code: Q File Complete Letters include Enclosures 4|
Communication Date: 08/22/2008 @ Begin Time: l:l End Time: l:l Sequence:

Item Sequence:

c ‘ | [[]Print Comment
G ication ID: 0119363 A Harold, Carmen P
Department: L

Create Joint Communications

Communication Generation Date:

[ communication Completed

Date Activity Completed: l:lE

[[JUnsuccessful Outcome Reason:

L Used b
Method Used
Process Used

B save | =] Notify [E-Add | JE] Update/Display

Person Communication | Communication Recipient Data

<|

&] & % Local intranet

Step Action

25. Click the Save button.

Bl save

26.

End of Procedure.

How to Add a Checklist

Procedure

In this topic you will learn how to Add a Checklist.
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PS9HETRN s.u007
PSO9HRWEBDEV11 RCB
Menu B 8 B
Search:
[ Workforce Administration
[+ Benefits

[- Compensation

[- Payroll for North America
[ Payroll Interface

[ Workforce Development
[- Organizational Development
I Enterprise Learning

[ Workforce Monitoring

[- Campus Community

I> Student Recruiting

[+ Student Admissions

[> Records and Enroliment
[- Curriculum Management
[> Financial Aid

[> Student Financials

[> Academic Advisement
[> Contributor Relations

[> Set Up HRMS

[ Set Up SACR

> Reporting Tools

[ PeopleTools

[- LSUHSC Processes

= My Personalizations

Home

Sign out

Training Guide
Financial Aid

@l Done

8 % Local intranet

Step

Action

Click the Campus Community link.

[D= Campus Cummunitﬂ

[ Checklists

Click the Checklists link.

[I: Person Checklists]

Click the Person Checklists link.

Click the Checklist Management - Person link.

Checklist Management -

Person
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PSOHETRN s sr m
PS9HRWEBDEV11 RcE

= Person Checklists
= Checklist Management -|

New Window | n
Person .

= ltem Update - by Person| ~ ©hecklist Management - Person

= ltem Update - by ltem Enter any information you have and click Search. Leave fields blank for a list of all values

= Person Checklist
Summary

= Person Checklist Detail

= Person Tracking

Summary - begins with |~ \—I
= Person Tracking Inqui 1D: g | “

I> Organization Checklists | Number: |: v ‘ ‘ |
I> Event Checklists -
[ Mass Change - inistrative Function:lhEgIﬁS with [» H |Q

Checklists . X -
b oheeHlSts  kists Checklist Code: beginswith v |
I> Set up Checklists National ID: begins with v

= 3C Engine Trigger Results

- Run 3C Engine Campus ID: begins with v
B s Last Name: [beginswin (e[ ]
I 3G Engine First Name: begins with | v
[> Service Indicators

I Service Indicators {Student) [ case Sensitive
[ Organization
[- Committees
[- Campus Event Planning Search | Clear | Basic Search [E) Save Search Criteria
- Student Recruiting
[ Student Admissions
[ Records and Enrollment Find an Existing Value | Add a New Value
I Curriculum Management
[- Financial Aid

[ Student Financials

- Academic Advisement
[- Contributor Relations

[ Set Up HRMS

- Set Up SACR

[- Reporting Tools v

{&] Done 8 & Local intranet

l/ Find an Existing Value "\ Add a New Value

Step Action

5. Click the Add a New Value tab.
Iﬂdd a New ‘u’alue|

Enter the desired information into the ID field. Enter "0000000".

Click the Add button.
Add
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PSOHETRN s sr m
PS9HRWEBDEV11 RcE

= Person Checklists ~
= Checklist Management - [l

, I
New Window | Customize Page | ,

Person _
= ltern Update - by Person [ Checklist Management 1 | Checklist Management 2
= ltem Update - by Item

= Person Checkist Jane Doe ID: 0000001
Summary

= Person Checklist Detail . _—
= Person Tracking Checklist Date Time: 08/22/2008 2:53-59PM

Summary . - N N
= Person Tracking Inquiry ‘Administrative Function: l:lO\

I Organization Checklists Bl i | gt gl |LSUHSC - New Orleans v
I> Event Checklists
- M Ch: -
e “Checklist Code: [
[ Process Checklists _
I Set up Checkiists “Status: Initizted | Status Date:  08/22/2008
= 3C Engine Trigger Results Due Date: l:lg

= Run 3C Engine

g ggmizﬁm‘m Due Amount: l:l l:lq Currency Code

[ 3C Engine

[> Service Indicators

I Service Indicators (Student)
[ Organization

[- Committees

I Campus Event Planning

- Student Recruiting

[ Student Admissions =
- Records and Enrollment E Save Notify j
E gm;;r:cu‘;rx‘snanagement Checklist Management 1 | Checklist Management 2
[ Student Financials

> Academic Advisement
[- Contributor Relations L
- Set Up HRMS
- Set Up SACR
[- Reporting Tools v|¢ | bd

{&] Done 8 % Local intranet

Comments:

Step Action

8. Click the Collapse (Ctrl+Y) Menu button.

9. Click the Look up Administrative Function (Alt+5) button.

PSOHETRN s ser m
PSOHRWEBDEV11 Rce

p i
HMew Window | ,

[

Look Up Administrative Function

Administrative Funetion: | begins with |+
Description: begins with v

Look Up Clear | Cancel |Eas\c Lookup

Search Results
1-320f32

Admissions Application
Admissions Program
Advancement Acknowledgements
Advancement Initiatives
Advancement Member Benefit
Advancement Membership
Awarding

Budget Maintenance =
Event

Einancial Aid

General

International Health Coverage

ISIR Carrections

Loan

Internships NLD

Educational contracts NLD

Prospect Program

Praspect

Prosnect Self Service 3

2| % Local intranet
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Step

Action

10.

Financial Aid

Select an entry from the Administrative Function drop-down list.

PSOHETRN 5507

PSOHRWEBDEV11 Rce
»

[ c i 1\ Checklist Management 2 |,

Home Sign out

New Window | Customize Page | ,Eg

Jane Doe ID: 000000

*Administrative Function: FINA |3 Financial Aid

[LSUHSC - New Orleans v
*Checklist Code: [ &
“Status: Status Date: 08/22/2008
Due Date: l:lE
Due Amount: l:l I:lq Currency Code

Checklist Date Time: 08/22/2008 2:53.50PM Variable Data

Comments:

B sawe Hotify

Checklist Management 1 | Checklist Management 2

Sk Add Update/Display

i&] Done

2| % Local intranet

Step

Action

11.

Click the Look up Checklist Code (Alt+5) button.

=
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PSOHETRN s sr m
PS9HRWEBDEV11 RcE

. 2
New Window | n

E»

Look Up Checklist Code

Checklist Code: | begins with |~ \—1
Description: begins with + \—1

Checklist Type: ‘ = e |

LnnkUpI Clear I Cancel IEaS\CLuukup

Search Results

Tef1
Checklist Code Description Checklist Type
EAREQ Einancial Aid Requirements-NO Req List
&) 8 % Local intranet

Step Action

12. Click an entry in the Description column.

|Finam:ia| Aid Reguirements—f\]g

PSOHETRN s csr m
PSOHRWEBDEV11 Rce

i i
New Window | Gustomize Page | n

B

[ c i 1\ Checklist Management 2 |,

Jane Doe ID: 000000

Checklist Date Time: 08/22/2008 253 59PM Varigble Data |

“Administrative Function: Financial Aid

. . P— ‘LSUHSC - New Qrleans M

*Checklist Code: FAREQ & Financial Aid Requirements-NCO
“Status: Intiated | Status Date: 08/22/2008

Due Date: 01/01/1901 [
Due Amount: T currencycode

Comments:

B sawe | [=] Motify | Eq.Addl Update/D\splayl

Checklist Management 1 | Checklist Management 2

&] Done 2 % Local intranet
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Step Action

13. Click the Choose a date (Alt+5) button.

14, Click the 1 link.

[1]

15. Enter the desired information into the Due Amount field. Enter "100.00".

16. Click the Look up Currency Code (Alt+5) button.

PSOHETRN s.s0r

PSOHRWEBDEV11 Rce Home Sign out
»

Mew Window | o, &

Look Up Currency Code

Currency Code: | begins with |+ I—l
Description: begins with |+ I—l

LnnkUpl Clear | Cancel |EaS\cLuuﬂE

Search Results

Wiew Al 1-1000f183 [§] Last
Currency Code Description

AED United Arab Emirates Dirham
AFN Afghani

AL Lek

AMD Armenian Dram

ANG Netherlands Antilles Guilder
AOQA Kwanza

ARS Argentine Peso

AUD Australian Dollar

AWG Aruban Guilder

AZM Azerbaijanian Manat

BAM Convertible Warks

BED Barbados Dollar

BDT Taka

BGL Lev

BGH Bulgarian LEV

BHD Bahraini Dinar

BIE Burundi Franc

BMD Bermudian Dollar

BND Brunei Dollar .
&] & % Local intranet

Step Action

17. Enter the desired information into the Currency Code field. Enter "u".

18. Click the Look Up button.
Look Up

19. Click an entry in the Description column.
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PS9HETRN s.u007

PS9HRWEBDEV11 RcB
»

[ Checklist Management 1 | Checklist Management 2 |

, I
New Window | Customize Page | ,

Jane Doe D: 000000
Checklist Date Time: 08/22/2008 2:53:59PM

*Administrative Function: Fina | Financial Aid

reademic Instityti [LSUHSG - New Orleans v

*Checklist Code: FAREQ |Q Financial Aid Requirements-NO
“Status: Status Date: 08/22/2008
Due Date: 01/01/2008 [

Due Amount: Q Currency Code
Comments:

B save | =] Notify

Checklist Management 1 | Checklist Management 2

B Add Update/Display

Training Guide
Financial Aid

Sign out

&

8 % Local intranet

Step Action

20. Enter the desired information into the Comments field. Enter "Adding test

comments to Checklist Management".

21. Note: Variable Data is required to complete this process.

Click the Variable Data button.
Variable Data
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PS9HETRN s.u007

PS9HRWEBDEV11 RcB
»

\Variable Data

[ Ja
OK | Cancel |

Aid Year:

New Window | Customize Page | ,

a Done

8 % Local intranet

Step Action

22.

Click the Look up Aid Year (Alt+5) button.

PS9HETRN s.u007

PS9HRWEBDEV11 RcB
»

Look Up Aid Year

EmplID:

Academic Institution:

New Window I ,

0023561
LSUHS

Aid Year:

Look Up I

begins with |

Clear I Cancel IEaS\CLuukup

Search Results

[4] 1805 [¥]
Aid Year

2008

2007

Qi
O
0
Qi

=

'~
=
I

o
=1
=

)
=
=}

8 % Local intranet
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Step Action

23. Click an entry in the Aid Year column.
2007

PSOHETRN s.s07
PSOHRWEBDEV11 Rce _Home _Sign out
3
New VWindow | Customize Page I ,
Variable Data
Aid Year: Q Federal Aid Year 2006-2007
OK Cancel
&] Done 8 % Local intranet

Step Action

24, Click the OK button.
OK
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PS9HETRN s.u007

PS9HRWEBDEV11 RcB Home Sign out
»

New Window | Customize Page | .,

[ Checklist Management 1 | Checklist Management 2 |

Jane Doe ID: 000000

Checklist Date Time: 08/22/2008 2:53:59PM Variable Data
*Administrative Function: FINA |3 Financial Aid

[LSUHSG - New Orleans v
*Checklist Code: FAREQ |Q Financial Aid Requirements-NO
“Status: Status Date: 08/22/2008
Due Date: 01/01/2008 [
Due Amount: 100.00 Q Currency Code
Comments: Adding test comments to Checklist Management

B save | =] Motify B Add Update/Display

Checklist Management 1 | Checklist Management 2

&] Done 8 % Local intranet

Step Action

25. Click the Save button.

Bl Save

26.
End of Procedure.

How to Update a Checklist
Procedure

In this topic you will learn how to update a Checklist.
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce

Menu B B

Search:
®

> Ny Favorites
> Warkforce Administration
> Benefits

> Compensation

[> Payroll for North America
I Payroll Interface

> Warkforce Development
> Organizational Development
> Enterprise Leamning

> Warkforce Monitoring

1> Campus Community

> Student Recruiting

I Student Admissions

I Records and Enrollment
> Curriculum Management
1 Financial Aid

> Student Financials

> Academic Advisement

> Contributor Relations

> Set Up HRUS

1> Set Up SACR

I Reporting Tools

I PeopleTools

1> LSUHSC Processes

|- by Personalizations

Training Guide
Financial Aid

Hom

8 @ mtemet

Action

1. Click the Campus Community link.
[l Campus Community

2. Click the Checkilists link.

[ Checklists

3. Click the Person Checklists link.
[I- Person Checklists|

4, Click the Item Update - by Person link.
ltem Update - by Persorl

PSQHETRN sus.07

PSOHRWEBDEV{1 rcs

= Person Checkists
= Checklist Management -|
Person
— liem Update - by lem
~ Person Checklist
Summary
— Person Checklist Detail
— Person Tracking
Summary
— Person Tracking Inquiry
> Organization Checklists
- Event Checklists
I Mass Change -
Checklists
I Process Checkiists
- Set up Checkiists
~ 3C Engine Trigger Results
- Run 3C Engine
- Communications
1> Comments
> 3C Engine
I» Senvice Indicators
1> Senvice Indicators (Student)
1> Organization
I Committees
I> Campus Event Planning
- Student Recruiting
I~ Student Admissions
1> Records and Enraliment
- Curriculum Management
1> Financial Aid
1> Student Financials
I Academic Advisement
I- Contributor Relations
- Set Up HRMS
- Set Up SACR
- Reporting Tools v

Item Update - by Person

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

J Find an Existing Value

Hom: Add to Favorit

’ =
New Window | B

ID: [begins with [+ &

- o

Function: begins with ]| a

begins with v

Sequence Number:

Checklist Code:

National ID: begins vith v
Campus ID: begins with v
Last Name: begins with v
First Name: [begins with v ]

[Jcase sensitive

Search | Clear |Basm Search [B] Save Search Criteria

&] Done

B P Intemet
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Step Action

5. Enter the desired information into the ID field. Enter "0000000".

6. Click the Search button.

Search

PSOHETRN sas.0r

PSOHRWEBDEV11 RcB

= Person Checklists - i ]
L New Window | Customize Page
— Checkiist Management - I [
Person

— Item Update - by Person|
~ ltem Update - by ltem Item Update - by Person
= Person Checklist

Summary Jane Doe ID: 000000
= Person Checklist Detail
— Person Tracking Checklist Items Find  First 4 1.30r3 ¥ Last

Summary
= Person Tracking Inquin Item Sequence Function Checklist Type Checklist Code Descr “ltem Status *Status Date

e Entrance 500 FINA RQL Financial Aid Requirements-NO 0812812008 |5}
I> Mass Change -
Chechists [tiated ] [08128"
I Process Ghecklists ISR 100 FINA RQL Financial Ad Requirements-no | itiated (| [08128/2008 [[&
I Set up Checkists
= 3C Engine Trigger Resus [mtaied 1| [03781
— Run 3C Engine SMPN 200 FINA RQL Financial Aid Requirements NG | INtiated 081282008 |[i
[ Gommunications

- Comments

[ 3G Engine B save | (2 Retunto Search | [=] Notify
I Service Indicators —I —I
I Senvice Indicators (Student)
I Organization

- Committees

I Campus Event Planning

I Student Recruiting

I Student Admissions

- Records and Enroliment

[ Gurriculum Management

[+ Financial Aid

I Student Financials

I- Academic Adviserment

I- Contributor Relations -
- Set Up HRIMS
- Set Up SACR
- Reporting Tools b

&] Done B P Intemet

Step Action

7. Click the Collapse (Ctrl+Y) Menu button.

8. Click the Item Status list.
Initiated w

9. Click the Cancelled list item.
[Cancelled |

10. Click the Save button.

Bl Save

11.

End of Procedure.

Comments Summary

Procedure

In this topic you will learn how to access the Comment Summary.
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1] Health Sciences Center

PSOHETRN a7
PS9HRWEBDEV11 RcB Home
Menu B 8 B
Search:
@

[ Workforce Administration
[+ Benefits

[- Compensation

[- Payroll for North America
[ Payroll Interface

[ Workforce Development
[- Organizational Development
I Enterprise Learning

[ Workforce Monitoring

[- Campus Community

I> Student Recruiting

[+ Student Admissions

[> Records and Enroliment
[- Curriculum Management
[> Financial Aid

[> Student Financials

[> Academic Advisement

[> Contributor Relations

[> Set Up HRMS

[ Set Up SACR

> Reporting Tools

[ PeopleTools

[- LSUHSC Processes

= My Personalizations

Sign out

Training Guide
Financial Aid

@l Done

8 % Local intranet

Step

Action

Click the Records and Enrollment link.
[l- Records and Enrollment]

Click the 3 C's Summaries link.
[I- 3 C's Summaries|

Click the Collapse (Ctrl+Y) Menu button.

Click the Comment Summary link.

[Comment Summary|
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PS9HETRN s.u007

PS9HRWEBDEV11 RcE

- Workforce Development

[- Organizational Development

I- Enterprise Learning

I Workforce Monitoring

- Campus Community

I- Student Recruiting

> Student Admissions

[~ Records and Enrollment

[» Enroll Students

I Student Term Information

[- Career and Program
Information

I> Enrollment Summaries

[- Term Processing

I Enrollment Reporting

I> Enrollment Verifications

I Transcripts

[- Graduation

[> Transfer Credit Evaluation

I Transfer Credit Rules

< 3 C's Summaries

Comment Summary

= Personal Checklist
Summary
I Student Background
Information
I- Curriculum Management
> Financial Aid
[- Student Financials
[ Academic Advisement
[ Contributor Relations
- Set Up HRMS
[- Set Up SACR
- Reporting Tools
I PeopleTools
[- LSUHSC Processes
My Personalizations

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

{ Find an Existing Value

] Health Sciences Center

. 2
New Window | n

ID: lbegnswitn v ]
Campus ID: \M“—l
National ID:\M“—I
Last Name: \M“—l
First Name: \M“—l

[ case sensitive

Search | Clear | Basic Search [E) Save Search Criteria

@ Done

8 % Local intranet

Action

Enter the desired information into the ID field. Enter "0000000".

Search

Click the Search button.

PS9HETRN s.u007

PS9HRWEBDEV11 RcE

- Workforce Development

I- Crganizational Development

- Enterprise Learning

I Workforce Monitoring

- Campus Community

I- Student Recruiting

> Student Admissions

[~ Records and Enrollment

[» Enroll Students

I> Student Term Information

[- Career and Program
Information

I> Enrollment Summaries

[- Term Processing

I Enrollment Reporting

I> Enrollment Verifications

[ Transcripts

[> Graduation

[> Transfer Credit Evaluation

I Transfer Credit Rules

< 3 C's Summaries

= Communication Summary
= Personal Checklist
Summary

I Student Background
Information

I- Curriculum Management

> Financial Aid

[- Student Financials

[ Academic Advisement

I> Contributar Relations

- Set Up HRMS

[- Set Up SACR

- Reporting Tools

I PeopleTools

[- LSUHSC Processes

= My Personalizations

[ Comment Summary Y Operator 3C Groups Summary \,

r i
New Window | Customize Page | ,

Jane Doe 000000

Selection Criteria

Function:

|:|Q Variable Data

Category: Comment ID:

| | a

Search Results

{ Comment Category _Comment ID_|

b1 H &

Search

Function DateTime

Category Description

Edit  View

B save | {2 Retum to Search | [=] Notify |

Comment Summary | Operator 3C Groups Summary

&l

|
8 % Local intranet
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Step Action

7. Click the Collapse (Ctrl+Y) Menu button.

8. Click the Fetch button.

Searth |

PSOHETRN s sr m
PS9HRWEBDEV11 RcE

B
New Window | Customize Page | /&,

f Comment Summary " Operator 3C Groups Summary |,

Jane Doe 000000

Function: 5 @
|:|Q Variable Data

Category: Comment ID:

S — =]
Search Results

{ Comment Category }_Camment ID_|

Category Description Function DateTime Sequence
Edit View AWRDN Awarding New Orleans AWRD 08/22/2008 2:11:13PM 4
Edit View AWRDN Awarding New Orleans AWRD 08/22/2008 2:04:57PM 3
Edit View LOANN Loan Processing-New Orleans AWRD 08/22/2008 1:48:29PM 2
Edit View FAAPN  FAAppeals-New Orleans FINA 08/22/2008 1:43:22PM 1

B save | 4 Retumn to Search | [=] Motify |

Comment Summary | Qperator 3C Groups Summary

&) 8 % Local intranet

Step Action

9. Click the View link
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PSRN .
PSOHRWEBDEV1 Rcs

, I
New Window | Customize Page | ,

E»

[ Comment Summary \( Operator 3C Groups Summary \

Jane Doe 000000

Function: b ]
|:|Q Variable Data
Category: Comment ID:

‘ |Q ‘ ‘Q Search
Search Results

{ Comment Category '}_Comment ID_|

Category Description Function DateTime Sequence
Edit View AWRDN Awarding New Orleans AWRD 08/22/2008 2:11:13PM 4
Edit VWiew AWRDN Awarding New Orleans AWRD 08/22/2008 2:04:57PM 3
Edit View LOANN Loan Processing-New Orleans AWRD 08/22/2008 1:48:29PM 2
Edit View FAAPN FA Appeals-New Qrleans FINA 08/22/2008 1.43.22PM 1

B sawe | 4 Retumn to Search | [=] Motify |

Comment Summary | Operator 3C Groups Summary

&) = 8 % Local intranet

Step Action

10. Click the Edit link.

Person Comment E licrosoft Internet Explorer

Fle Edit View Favorites Tools Help

g B . »
Qi - © - ¥ [@ @ 7 search 7 Favorites €2 R~ ;, - )il 3 Links
Address@ https://psohrreb.isuhsc.edu/psp/hrirn_3/EMPLOYEE/HRMS/c/CREATE_COMMENTS.CMNT_ENTRY.GBL?Page=CMNT_ENTRY18Act v | EJ Go & ~

PSOHETRN s.s0r

PSOHRWEBDEV11 Rce

< Comments - Person New Window | Customize Page | n

= Person Comment Entry
= Person Comment
Summary
= Person Comment Detail Person Comment Entry
[ Comments - Qrganization
[ Set Up Comments

= 3C Engine Trigger Results Jane Doe 000000 i
= Run 3C Engine
[- 3C Engine Comment DateTime: 08/22/2008 2:11:13PM

I Service Indicators

I Service Indicators (Student)
I- Organization

I Committees

[- Campus Event Planning

*Administrative Function: Awarding

seademic Institut [LSUHSC - New Orleans v

i = Variable D

K g;ﬁg::{ :};‘;;:2;%5 “Comment Category: Awarding New Orleans —_——

I> Records and Enrollment

[ Curriculum Management

I Financial Aid Comment ID: 0119363 aQ Harold Carmen P.

I Student Financials

[- Academic Advisement | Department: |:|Q

[» Gontributor Relations

I Set Up HRIS Cammant Nata: NRP2/9007 e
I Set Un SACR EE] L | E]
&) & & Localintranet

12 start ) PS Deskiop - Cit... | ‘7§ Comment Sum... ~ ~ Person Comme...
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Step Action

11. Click the Collapse (Ctrl+Y) Menu button.

12. Click the Save button.

Bl save

13.
End of Procedure.

Communications Summary

Procedure

In this topic you will learn how to access Communications Summary.

PSOHETRN s.s0r

PSOHRWEBDEV11 Rce Home

Menu =1

Search:
®

[> Workforce Administration
[- Benefits

[ Compensation

[- Payroll for North America
[- Payroll Interface

[> Workforce Development
[ Organizational Development
[- Enterprise Learning

I» Workforce Monitoring

[ Campus Community

[- Student Recruiting

[> Student Admissions

[ Records and Enrollment
[- Curriculum Management
[> Financial Aid

[> Student Financials

[> Academic Advisement
[> Contributor Relations

[> Set Up HRMS

[> Set Up SACR

[- Reporting Tools

I PeopleTools

[> LSUHSC Processes

= My Personalizations

Sign out

@ Done

2 % Local intranet

Step Action

1. Click the Records and Enrollment link.
[l- Records and Enrollment]

2. Click the 3 C's Summatries link.
[I- 3 C's Summaries|

3. Click the 3 C's Summaries link.

[I- 3 C's Summarieq

4, Click the Communication Summary link.
ICommunication Summan
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PSOHETRN 5507

PSOHRWEBDEV11 Rce Home Sign out

I- Workforce Development

I Organizational Development
[- Enterprise Learning

I- Workforce Monitoring

I Campus Community

- Student Recruiting

|

New Window | Customize Page | ,Eg

[ Communication Summary Y Operator 3C Groups Summary '\

[ Student Admissions Jane Doe 0000000
[~ Records and Enrollment
b Envoll Students
[- Student Term Information
[ Career and Program Function |55
Information
[» Enrollment Summaries DQ- Variable Data
I- Term Processing X )
I> Enroliment Reporting Category Method Direction Letter Code  Status:

[- Enrollment Verifications
I» Transcripts | o | v l:lQ
I> Graduation

I» Transfer Credit Evaluation Search Results
L lareie el Fultes General Info Letter Details
= 3 C's Summaries
Date

= Comment Summary Process Method Letter Direction Function Assign Date/Time e

= Personal Checklist Edit View

Summary

[ Student Background

Information
I Curriculum Management
[- Financial Aid
[ Student Financials
[ Academic Advisement B save | 4 Retum to Search | [=] Notify |
[- Contributor Relations
[+ Set Up HRMS Communication Summary | Operator 3C Groups Summary
- Set Up SACR
[- Reporting Tools
- PeopleTools
I LSUHSC Processes
= My Personalizations v < | 2

&) 2 % Local intranet

Step Action

5. Click the Collapse (Ctrl+Y) Menu button.

6. Click the Fetch button.

search |

7. Click the View or Edit link

End of Procedure.

Checklist Summary

Procedure

In this topic you will learn how to access Checklist Summary.
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: Employee-facing registry content - Microsoft Internet Explorer

Training Guide
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Fle Edt View Favorites Tools Help

@eack - ) \ﬂ @ k;j ) search *Favorrtes e 2~ :\4 [CRRNENNTE W

PSOHETRN s.s007

PS9HRWEBDEV11 Rce

Menu B B B

Search:
@

[+ Workforce Administration
[- Benefits

[- Compensation

[ Payroll for North America
[ Payroll Interface

[ Workforce Development
[- Organizational Development
I Enterprise Learning

[ Workforce Monitoring

[- Campus Community

I Student Recruiting

[> Student Admissions

[ Records and Enrollment
[> Curriculum Management
[> Financial Aid

[> Student Financials

[+ Academic Advisement

[> Contributor Relations

[- Set Up HRMS

[ Set Up SACR

[ Renortina Tools

Addresslejhttps:f/psghrrcb.\suhsc.eduf’pspf’hmn/El\‘!PLUYEE/HRMS/h/?tab:DEFAULT N Go & v
~

»
Links

él Done

B &3 Local intranet

"7 pS Desktop- ... | ‘T Communication ...

4 start

4} Employee-facin...

B e@He T B sa1em

Step Action

1. Click the Records and Enrollment link.

|D= Records and Enrnllmend

2. Click the 3 C's Summaries link.

[I- 3 C's Summarieq

3. Click the Personal Checklist Summary link.

Personal Checklist
summary
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=
: Personal Checklist Summary - Microsoft Internet Explorer

Fle Edt View Favorites Tools Help
eﬁack - & \ﬂ @ k;j psearch *Favorrtes [ 2] &%V :\4 (T _J @ ﬂ 3 Lnks

Address |ej https://psohrreb.isuhsc.edu/psp/hrtrn/EMPLOYEE/HRMS/c/ TRACK_STUDENT_CAREERS.CHKLST_SUMM_PERS.GBL?FolderPath=P( v Go & v

PSOHETRN sssor ml
PS9HRWEBDEV11 Rce

; erm !I'CICESSIHQ p
I Enrollment Reporting e New Window | Customize Page | ,E, Lo
[» Enrollment Verifications
[ Transcripts { Checklist Summary "__Operator 3€ Groups Summary
[- Graduation
[» Transfer Credit Evaluation
I» Transfer Credit Rules Brenda Price 0023581
7305 Summares
= Comment Summary
= Communication Summary Function 3
= Personal Checklist
[» Student Background c ist Type  C " ible ID Status
Information .
[ Curriculum Management v 0119383 All v
[> Financial Aid \—IQ 2 —
I Student Financials Search Results
I Academic Advisement —
I: Gontributor Relations ! Code Item Status Y Institution and Function
[- Set Up HRMS Checklist Item Description Due Date  lte
[- Set Up SACR —
I» Reporting Tools Edit View
I PeopleTools
- LSUHSC Processes L |
= My Personalizations AR | 2
&) B %3 Local intranet

e

:4 start

7 PS Desktop-Cit... | 2} Communication... - Personal Checki... B JeBEe% M 321pM

Step Action

4, Click the Collapse (Ctrl+Y) Menu button.

=

5. Click the Search button.

Search |

6. Click the View link.

End of Procedure.

Letter Generation Process

Procedure

In this topic you will learn how to use the Letter Generation Process.
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PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce

Menu
Search:

®

> Ny Favorites
> Warkforce Administration
> Benefits

> Compensation

[> Payroll for North America
I Payroll Interface

> Warkforce Development
> Organizational Development
> Enterprise Leamning

> Warkforce Monitoring

1> Campus Community

> Student Recruiting

I Student Admissions

I Records and Enrollment
> Curriculum Management
1 Financial Aid

> Student Financials

> Academic Advisement

> Contributor Relations

> Set Up HRUS

1> Set Up SACR

I Reporting Tools

I PeopleTools

1> LSUHSC Processes

= My Personalizations

Home

Add to Favorites

Training Guide
Financial Aid

Sign out

8 @ mtemet

Step Action

1. Click the Campus Community link.

[l Campus

Community

2. Click the Communications link.

|D= Cnmmunicatinnsl

3. Click the Letter Generation link.

|Letter (3eneration

PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce

I- SEVIS -~
I- Ghecklists |
= Communic ations
I> Person Communications
I Organization
Communications
I Mass Change -
Communications
I Set up Communications
= 3C Engine Trigger Results
= Run 3C Engine
= Communication
Generation
=E pe and Label

eneration
= Reset Communication

I Comments

I> 3C Engine

I Service Indicators

I Senvice Indicators (Student)

I Organization

[ Committees

I- Campus Event Planning

[ Student Recruiting

I Student Admissions

I Records and Enrollment

[ Curriculum Management

- Financial Aid

I Student Financials

I~ Academic Adviserment

- Contributor Relations

- Set Up HRMS

- Set Up SACR

- Reporting Tools

I PeapleTools

I- LSUHSC Processes

= My Personalizations v

Letter Generation

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 |,

Home

Run Control ID:|begins with (]

[Jcase sensitive

search | Clar | gasic Search B Save Search Ciitria

Find an Existing Value | Add a New Value

Add to Favorites

Sign out

New Window | 2,

€] Done

8 @ meemet

Step Action

4, Enter the desired information into the Run Control ID field. Enter
"LETTER_GENERATION".
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Step Action

Click the Add button.
Add

5.

PSOHETRN sas.0r
PSOHRWEBDEVH  Rcs
I SEVIS A
I Checkists |

= Communications

Home

I Person Communications [ General '\ DatelMerge '/ Checklist

)

Add to Favorites Sign out

New Window | Customize Page | i, |

- Crganization
Communications
- Mass Change -

Run Control ID: LETTER_GENERATION

Report Manager

Process Monitor —_RY1

Communications
> Set up Communications
- 3C Engine Trigger Results
— Run 3C Engine
~ Communication
Generation
— Envelope and Label
Generation
- Reset Gommunication
1> Comments
I> 3C Engine
I> Service Indicators
> Service Indicators (Student)
1> Organization
1> Committees
I Gampus Event Planning
1> Student Recruiting
1> Student Admissions
1> Records and Enrollment
1> Curriculum Management
I- Financial Aid
I- Student Financials
- Academic Advisement
I Gontributor Relations
I Set Up HRIMS
I Set Up SACR
1> Reporting Tools
I PeopleTools
- LSUHSC Processes
|- My Personalizations v

@AlDs  OonePersoniD O All Persen IDs

Person ID:

Organizationtn: | |

Letter Code: | |Q

Address:

Addr Name:

Salutation:

Joint Name:

O one org ID

OAlorgIDs

Produce Communication
Complete Communication

&] Done

B 8 Intemet

Step Action

Click lookup

v

Click an entry in the Description column.

(Shreveport Missing Information)
[EA Missing Info Letter-NO)|

Note: Use Letter code FAL (New Orleans Missing Information) or FA2
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- SEVIS
I Ghecklists b |
+ Communications

I Person Communications

{ General Parameters '\ Date/lerge Parameters | Checkiist Parameters |,

PSQHETRN .
PSOHRWEBDEVH  ree
Menu &

=
ndow | Customize Pace | B, 4

Training Guide
Financial Aid

Run Control ID: LETTER_GENERATION Report Manager

Process Honitor

Run

- Set up Gommunications
- 3G Engine Trigger Results
Run 3C Engine

(OonePersoniD O AllPersoniDs O OneOrgID O AllOrg IDs

Organizationtn: [ |

@ AllIDs

Person ID:

Gommunication
Generation

Envelope and Label
Generation

— Reset Communication

> Senvice Indicators
I» Senvice Indicators (Student)
1> Organization

I> Committees

I> Campus Event Planning

Q. FAMissing Info Letter-NO

- Student Recruting Address: v
I~ Student Admissions

i- Records and Enrollment Addr Name:
- Gurriculum Management

- Financial Aid Pimayral @
1 Student Financials

- Academic Advisement

- Contributor Relations

- Set Up HRHS

Pesilpsion Joint Name:

- Reporting Tools
- PeapleToals

I LSUHSGC Processes
|- Wy Personalizations v

Produce Communication
Complete Gommunication

€] Done

B @ meemet

Action

8. Click the Address list.

| nancial Aid Letters v

9. Click the Addr Name list.

Financial Aud Letters

Click the Salutation list.

- SEVIS ~
I+ Ghecklists b |
+ Communications

I Person Communications

{ General Parameters '\ Date/lerge Parameters | Checkiist Parameters |,

New

PSQHETRN sus.0r
PSOHRWEBDEVH  ree

=
indow | Customize Page | B, A}

> Organization
Communications

I Mass Change - Run Control ID: LETTER_GENERATION Report Manager

Process Honitor

Run

Communications
I Set up Communications
= 3C Engine Trigger Results
= Run 3C Engine
Gommunication
Generation

nvelope and Label
Generation
= Reset Communication

(OonePersoniD O AllPersoniDs O OneOrgID O AllOrg IDs

Organizationtn: [ |

@ AllIDs

Person ID:

> Senvice Indicators
I» Senvice Indicators (Student)
1> Organization

I> Committees

I> Campus Event Planning

Q. FAMissing Info Letter-NO

[ Student Recruiting Address: Financial Aid Letters v
[~ Student Admissions

I Records and Enroliment Addr Name: Brimary Ful 3
- Gurriculum Management :

- Financial Aid Brimary Ful 3
1 Student Financials

- Academic Advisement

- Contributor Relations el et T Pt

fEilplis Primary Full

Pesilpsion Joint Name:

- Reporting Tools
- PeapleToals

I LSUHSGC Processes
|- Uy Personalizations v

Produce Communication
Complete Gommunication

€] Done

8 @ mtemet
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Step Action

11. Select Primary Full from the drop-down list.

T T T O, T TIHTT T T

PSOHETRN ss0r

PSOHRWEBDEV11 RcB

I SEVIS ~ Wi EPS
L Wi g

[ Checklists New Window | Customize Page | vy

= Communications

1> Person Communications | { General '\ DatelNlerge " Checkist )
> Organization

Gommunications
> Mass Change - Run Control ID:  LETTER_GENERATION Report Manager  Process lonitor

Communications
- Set up Communications
= 3C Engine Trigger Results
— Run 3C Engine

ST e @aips  OonePersonlD  OAllPersoniDs O oneorgid O AllOrg IDs

~ Communication Person ID:

Generation

~ Envelope and Label Organizationio: ||
Generation

Run

— Reset Gommunication
1> Comments
I> 3C Engine -
I Senvice Indicators Letter Code:[FAT |&  FAissing Info Letter-NO Produce Communication
[ Senvice Indicators (Student) Complete Communication
1> Organization
1> Gommittees
I> Gampus Event Planning

I- Student Recrutting Address: Financial Aid Letters v

I- Student Admissions

- Records and Enraliment Addr Name: | Primary Full 3
- Curriculum Management
Salutation: Primary Ful >

I~ Financial Aid

l- Student Financials

- Academic Advisement
1> Contributor Relations
I Set Up HRIIS

I Set Up SACR

1> Reporting Tools

i PeapleTools

I LSUHSC Processes
|~ My Personalizations v v

&) B 8 Intemet

Joint Name:

Step Action

12. Click the Date/Merge Parameters tab.
[Date/Merge Parameters)

13. Note: The Letter Generation process is run to extract data for the letter that was
assigned to students on the Person Communications Management page. When you
run the Letter Generation process it will produce an extract file based on the
parameters you selected. You must tell the system where to put the extract file.

The location of where to put the extract file will vary depending upon what database
you're working in and what campus you're on.

Financial Aid users on each campus have their own set of folders for each database
they work in.

For example: a Shreveport Financial Aid user working in PSOHEPRD would put
the communication extract file here:
\\ps9hetux6\hrsa$\PSOHEPRD\SA\FinAid\Shreveport\Temp

Before running the Letter Generation process make sure you know where your
extract file will reside for your campus.
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Step

Action

14.

Note: The Extract File Path provided in this exercise is for training purposes only.
This is not a valid path and should not be used in production.

Please contract FA management to get the correct path for your extract file.

PSQHETRN sus.0r

PS9HRWEBDEV11

- SEVIS ~
I+ Ghecklists b |
+ Communications

I Person Communications

[ General Parameters | DatelMerge Parameters Y Checklist Parameters |

Home

Add to Favorites Sign out

New Window | Customize Page | /&, @]

> Organization
Communications

I Mass Change - Run Control ID:  LETTER_GENERATION Report Manager

Process Monitor RUn

Communications
- Set up Gommunications
- 3G Engine Trigger Results
— Run 3C Engine

\psShedev-dbihrsa$\PSGHETRN\SAFinAid\NewOrleans\ Tempt

= Letter Generation ‘

= Communication

> Senvice Indicators

I» Senvice Indicators (Student)
1> Organization

I> Committees

I> Campus Event Planning

I- Student Recruiting

I~ Student Admissions

- Records and Enroliment

i> Curriculum Management

1> Financial Aid

L1

O User Supplied Date

“From Date: |08/28/2008 |[5 “To Date:

08/28/2008 |5

O User supplied Date

“File Type [CSV v

Generation
- pe and L abel
neration
= Reset Communication Oc ication Date © Communication Date
1> Comments
I 3 Engine @ system Date @ system Date

L1

I~ Student Financials ‘

I- Contributor Relations
- Set Up HRIS

- Set Up SACR

- Reporting Tools

- PeapleToals

I LSUHSGC Processes
|- My Personalizations

I Academic Advisement Template Path:

Sort Option:

B sae | =] Notify

 General Parameters | DatelMerge Param:
v

s | Checklist Param:

[ send to Printer

ExAdd Update/Display 10N

&

8 @ mtemet

Step

Action

15.

Click the Checklist Parameters link.

|Checklist Parameters

PSQHETRN sus.0r

PS9HRWEBDEV11

- SEVIS ~
I Ghecklists b |
= Communications

I Person Communications

[ General Parameters | Daelllerge Parameters j Checklist Parameters |

New Window | Customize Page | 1=,

Add to Favorites Sign out

> Organization
Communications

[- Mass Change - Run Contrel ID:  LETTER_GENERATION Report Manager

Process Monitor  —RU1

Communications
I Set up Gommunications
= 3C Engine Trigger Results
= Run 3C Engine
= Gommunication
Generation

[
[ &

Checklist Type:

Tracking Group:
d Label

Checklist Code:
Reset Communication

I Comments

I 3C Engine

[ Service Indicators

I Senvice Indicators (Student)
[ Organization

[ Committees

I Campus Event Planning

I Student Recruiting

I Student Admissions

I Records and Enrollment

[ Gurriculum Management

- Financial Aid

I Student Financials

I- Academic Advisement

I- Contributor Relations

- Set Up HRMS

- Set Up SACR

- Reporting Tools

[ PeapleTools

I- LSUHSC Processes

= My Personalizations v

Initiated Completed

Initiated Completed

Initiated Completed Waived Notified

B Save | =] Notify
General Param:

rs | Datelllerge Parameters | Checklist Param:

Second Notification

ErAdd Update/Display

&] Done

B P ntemet
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Step Action

16. Click the Checklist Type list.

v

17. Select the Communication List from the Checklist Type drop-down.
|Communication List |

18. Click the Run button.
Run

PSQHETRN sus.07

PSOHRWEBDEV{1 rcs Home Add to Favorites Sign out

I SEVIS ~
1> Checkiists 8 |
= Communications
I Person Communications Process Scheduler Request
I> Organization
Communications User ID: CHAROL Run Control ID: LETTER_GENERATION

I> Mass Change - -

Communications
[ Set up Communications Server Name: Run Date: 08/28/2008 )
~ 2C Endine Troger Results Run Time: |Z0448PM Resetto Gurrent DateTime_ |

= Run 3C Engine Recurrence:

= Letter Generation Time Zone: |:|Q

= Communication Process List

New Window | Customize Page | neh

Generation
= Envelope and Label Select Description Process Name Process Type Type
_ Szgz{%“s:ﬂmumcamn Letters Data Extract CCLTRGEN SQR Report web  [¥] [PDF v Distribution
&> Comments
- 3C Engine
I Service Indicators
[ Senvice Indicators (Student)
[ Organization
- Committees
I> Campus Event Planning oK Gancel
- Student Recruting I |
- Student Admissions
1> Records and Enraliment
i- Curriculum Management
1> Financial Aid
l- Student Financials
- Academic Advisement
- Contributor Relations
- Set Up HRIIS
- Set Up SACR
- Reporting Tools
1> PeopleTools
i LSUHSC Processes
|~ My Personalizations v

&] Done B § Intemet

“Format Distril

Step Action

19. Click the Server Name list.

I

20. Click the PSNT list item.
PSNT

21. Click the OK button.
OK
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PSQHETRN sus.0r

PSOHRWEBDEV11 rce Home Add to Favorites Sign out

> SEVIS
I> Gheckiists
= Communications _
I» Person Communications | General Parameters ) Datelllerge Parameters ) Checklist Parameters |
I> Organization
Communications
[- Mass Change - Run Control ID:  LETTER_GENERATION Report Manager  Process Wonitor
Communications
I Set up Communications Process Instance 763776
- 3C Engine Trigger Results

= Run 3C Engine = T -
CheckistType; (SN ]

B

New Window | Customize Page | 1=,

Run

" et TrackingGroup: ||
= Envelope and Label )
Generation Checkist Code: ||

= Reset Communication
1> Comments
I 3C Engine Initiated Completed
I> Service Indicators
I> Service Indicators (Student)
e Initiated [ completed
I> Campus Event Planning
I Student Recruiting
- Student Admissions Initiated [J completed Cwaived Notified Second Notification
1 Records and Enrollment
1> Gurriculum Hanagement
1> Financial Aid
1> Student Financials
1> Academic Advisement
I Contributor Relations Save Noti ErAdd | JE UpdatelDispla
e s | i | [ [
I Set Up SACR General Parameters | Date/Merge Parameters | Checklist Params
- Reporting Tools
I PeopleTools
I LSUHSG Processes
|~ by Personalizations v

€] Process Instance:763775 & @ Internet

Step Action

22. Click the Process Monitor link.
[Process Monitor]

PSQHETRN sus.0r

PS9HRWEBDEV11 Rrce Home Add to Favorites Sign out

I SEVIS ~ Wi ]
a
I Checklists New Window | Customize Page | rig,

= Communications
[- Person Communications | ProcessList { Serverlist |
1> Organization
Communications
I Mass Change -
Communications UseriD:[CHAROL | @, Type: [
1> Set up Gommunications
— 3G Engine Trigger Results sever | v Name: ‘
— Run 3C Engine ~| Distribution |
~ Gommunication
Generation
= Envelope and Label Select Instance Seq. Process Type
Generation
. ; WM 763776 SQR Report GCLTRGEN GHAROL 08/28/2008 2:04:48PM CDT  Initiated NA Details
1> 3C Engine 763775 SQR Report GOLTRGEN GHAROL 08/28/2008 1:4204PM GDT ~ Success  Posted Details
I> Service Indicators
1> Service Indicators (Student)
> Organization
1> Committees
I> Campus Event Planning
[- Student Recruiting
I~ Student Admissions
- Records and Enroliment
1> Gurriculum HManagement
1> Financial Aid
1> Student Financials
I Academic Advisement :
i Contributor Relations e | Hnew |
1 Set Up HRMS
- Set Up SACR
- Reporting Tools
I PeopleTools
I LSUHSG Processes
| My Personalizations v
] Process Instance:763776 D @ ntemet

~| Refresh |

[to ] |

o) Save On Refresh

Process

Name Details

User Run Date/Time Run Status

Go back to Letter Generation

Process List | Server List

Step Action

23. Click the Refresh button until the Run Status = Success and Distribution Status =
Posted

Refresh

24, Click the Go back to Letter Generation link when the Run Status = Success and
the Distribution Status=Posted

|GD back to Letter Generati0n|
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PSOHETRN sas.0r

PSOHRWEBDEV11 RcB

I> SEVIS
I> Checkiists
= Communications
1> Person Communications
1> Organization
Communications
> ass Change -
Communications
> Set up Communications
- 3C Engine Trigger Results
— Run 3C Engine
~ Communication
Generation
— Envelope and Label
Generation
- Reset Gommunication
1> Comments
I> 3C Engine
I> Service Indicators
> Service Indicators (Student)
> Organization
1> Committees
I Gampus Event Planning
1> Student Recruiting
1> Student Admissions
1> Records and Enrollment
I- Curriculum Management
I Financial Aid
I- Student Financials
- Academic Advisement
I Gontributor Relations
I Set Up HRIMS
I Set Up SACR
1> Reporting Tools
I PeopleTools
- LSUHSC Processes

|- My Personalizations

] Health Sciences Center

Home Add to Favorites Sign out

New Window | Customize Page | /&,

[ General Parameters |/ Datelllerge Parameters j Checklist Parameters |

Run GontrolID: - LETTER GENERATION Report Manager  Process Monitor RN
Checklist Type:

Tracking Group: l:lq
Checklist Code: | |

Initiated Completed
Initiated I completed

Initiated [ completed [Owaived Notified Second Notification

B save | & Returnto Search | [Z] Notify B Add

General Parameters | Date/Merge Parameters | Checklist Parameters

] Process Instance:763776

B § mntemet

Step

Action

25.

Click the Report Manager link.

[Report Managel

26.

Click the Letters Data Extract Report to view Letters.

27.

This completes the Letter Generation topic.
End of Procedure.
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