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Financial Aid 

Financial Aid 

Financial Aid Terms 

Procedure 

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

 
 

Step Action 

1. Click Financial Aid link from the menu. 
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Step Action 

2. Click the Financial Aid Term link. 

 

3. Click the Maintain Student FA Term link. 

 

 

 
 

Step Action 

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

5. Click the Look up Aid Year button. 

 



 

Training Guide 
Financial Aid 

 

 Page 3 

Step Action 

6. Click an entry in the Description column. 

 

7. Click the Search button. 

 

 

 
 

Step Action 

8. Click the Collapse Menu button. 

 

9. Click the Build button. 

 

10. Click the Show next row button. 

 

11. Click the Acad Level tab. 
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Step Action 

12. Click Projected Graduate Lookup button. 

 

 

 

 
 

Step Action 

13. Click an entry in the Academic Level column. 
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Step Action 

14. Click the Financial Aid Info tab. 

 

 

 
 

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. 

 
 

Step Action 

1. Click the Financial Aid link. 

 

2. Click the Budgets link. 

 

3. Click the Create Student Budget link. 
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Step Action 

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

5. Click the Look up Aid Year button. 

 

6. Click an entry in the Description column. 

 

7. Click the Search button. 

 

 

 
 

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. 
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Step Action 

11. Click an entry in the Aid Year column. 

 

 

 
 

Step Action 

12. Click the Build Budget button. 

 

13. Click the Detail link. 
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Step Action 

14. Click the OK button. 

 

 

 
 

Step Action 

15. Click the Show next row button. 

 

16. Click the Detail link. 
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Step Action 

17. Click the OK button. 

 

 

 
 

Step Action 

18. Click the Move Budget button. 

 

19. Click the Save button. 
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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. 

 
 

Step Action 

1. Click the Financial Aid link. 

 

2. Click the View Packaging Status Summary link. 
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Step Action 

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

4. Click the Look up Aid Year button. 

 

5. Click an entry in the Aid Year column. 

 

6. Click the Search button. 
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Step Action 

7. Click the Collapse Menu button. 

 

8. Click the Satisfactory Academic Progress list. 

 

9. Click the Meets SAP list item. 

 

10. Click the Need Summary link. 

 

 

 
 

Step Action 

11. Click the Return link. 

 

 



Training Guide 

 

Financial Aid 

 

 Page 14 

 
 

Step Action 

12. Click the ISIR Information link. 

 

 

 
 

Step Action 

13. Click the Return link. 
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Step Action 

14. Click the Database Matches link. 

 

 

 
 

Step Action 

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

Button to return to the Packaging Status Summary page. 
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Step Action 

16. Click the Financial Aid Awarded link. 

 

 

 
 

Step Action 

17. Click the Return link to return to the Packaging Status Summary page. 
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Step Action 

18. Click the Save button to complete the Packaging Status Summary. 

 

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. 
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Step Action 

1. Click the Financial Aid link. 

 

2. Click the Awards link. 

 

3. Click the Award Processing link. 

 

4. Click the Assign Departmental Awards link. 

 

 

 
 

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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Step Action 

8. Click an entry in the Description column. 

 

 

 
 

Step Action 

9. Click the Item Type button. 
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Step Action 

10. Click an entry in the Description column. 

 

 

 
 

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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Step Action 

14. Click an entry in the Description column. 

 

 

 
 

Step Action 

15. Click the Split Code button. 
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Step Action 

16. Click an entry in the Description column. 

 

 

 
 

Step Action 

17. Click the Validate button. 

 

18. Click the Post button. 
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Step Action 

19. Click the Save button. 

 

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. 

 
 

Step Action 

1. Click the Financial Aid link. 

 

2. Click the Loans link. 

 

3. Click the Commonline Management link. 

 

4. Click the Enter Stafford Prom Notes link. 

 

 



Training Guide 

 

Financial Aid 

 

 Page 24 

 
 

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. 
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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. 

 

 

 
 

Step Action 

11. Select a Loan Type Code from the drop-down list. 
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Step Action 

12. Click the Look up Lender OPEID button. 

 

 

 
 

Step Action 

13. Click an entry in the Lender OPEID drop-down. 
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Step Action 

14. Click the Look up Lender Branch ID button. 

 

 

 
 

Step Action 

15. Select a Lender Branch from the drop-down. 
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Step Action 

16. Click the Look up Guarantor OPEID button. 

 

 

 
 

Step Action 

17. Select an entry in the Look Up Guarantor OPEID drop-down. 
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Step Action 

18. Click the Capitalize Interest drop-down and select from the list. 

 

19. Click the Pay interest while in school list item. 

 

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. 

 

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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Step Action 

1. Click the Financial Aid link. 

 

2. Click the Loans link. 

 

3. Click the Process Loans link. 

 

 

 
 

Step Action 

4. Click the Add a New Value tab. 
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Step Action 

5. 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". 

 

 

6. Click the Add button. 

 

 

 
 

Step Action 

7. Click the Collapse Menu button. 

 

8. Click the Look up Aid Year button. 
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Step Action 

9. Select the Aid Year from the drop-down list. 

 

 

 
 

Step Action 

10. Click the Look up Career button. 
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Step Action 

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

 

 

 
 

Step Action 

12. Click the Run button. 
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Step Action 

13. Select the Server Name from the drop-down list. 

 

14. Click the PSNT list item. 

 

15. Click the OK button. 
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Step Action 

16. Click the Process Monitor link to view the status of the process 

 

 

 
 

Step Action 

17. Click the Refresh button until the: 

Run Status is Success and Distribution Status is Posted 

 

 

 

18. Click the Go back to Loan Origination link. 

 

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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Step Action 

1. Click the Student Financials link. 

 

2. Click the View Customer Accounts link. 

 

 

 
 

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. 

 

 

 
 

Step Action 

6. Click the Collapse Menu button. 

 

7. Click the Account Details link 
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Step Action 

8. Click the Item Details link. 

 

 

 
 

Step Action 

9. Click the Academic Information link. 

 

 

 
 

Step Action 

10. Click the Academic Plan link. 
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Step Action 

11. Click the Return link. 

 

 

 
 

Step Action 

12. Click the Enrollment link. 
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Step Action 

13. Click the Class Info link. 

 

 

 
 

Step Action 

14. Click the Return link. 

 

15. Click the Item Summary link. 
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Step Action 

16. 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 

page of records or the last page of records. 

 

For this exercise click the Last link 

 

17. Click the Item Due Date tab. 

 

18. Click the Return link. 
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Step Action 

19. Click the Items by Term link. 

 

 

 
 

Step Action 

20. Click the Return link. 

 

 

 
 

Step Action 

21. Click the Due Charges link. 
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Step Action 

22. Click the Return link. 

 

 

 
 

Step Action 

23. Click the Payment Plans link. 
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Step Action 

24. Click the Plan Detail tab. 

 

 

 
 

Step Action 

25. Click the Return button. 

 

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

 

27. 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. 

 
 

Step Action 

1. Click the Financial Aid link. 

 

2. Click the Awards link. 

 

3. Click the View NSLDS Loan Data link. 
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Step Action 

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

 

 

 
 

Step Action 

5. Click the Collapse Menu button. 

 

6. Click the Detail link column. 
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Step Action 

7. Click the NSLDS Pell tab. 

 

 

 
 

Step Action 

8. Click the NSLDS ACG tab. 
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Step Action 

9. Click the NSLDS NSG tab. 

 

 

 
 

Step Action 

10. Click the NSLDS Additional Information link. 

 

 

 
 

Step Action 

11. Click the NSLDS Information tab to return to the main NSLDS information page. 
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Step Action 

12. This completes the topic on Viewing NSLDS data. 

End of Procedure. 

 

3 C's 

How to Add Comments 

Procedure 

 
In this topic you will learn how to Add Comments. 

 
 

Step Action 

1. Click the Campus Community link. 

 

2. Click the Comments link. 

 

3. Click the Comments - Person link. 

 

4. Click the Person Comment Entry link. 
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Step Action 

5. Click the Add a New Value tab. 

 

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

7. Click the Add button. 
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Step Action 

8. Click the Collapse Menu button. 

 

9. Click the Look up Administrative Function button. 
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Step Action 

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

 

 

 
 

Step Action 

11. Click the Look up Comment Category button. 
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Step Action 

12. Select a Look Up Comment Category from the drop-down list.  
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Step Action 

13. Note: Variable Data is required. 
 

Click the Variable Data button. 

 

 

 
 

Step Action 

14. Click the Look up Aid Year button. 
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Step Action 

15. Select a Aid Year from the drop-down. 
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Step Action 

16. Click the OK button. 

 

 

 
 

Step Action 

17. Click the Save button to save the Comment. 

 

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. 
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Step Action 

1. Click the Campus Community link. 

 

2. Click the Comments link. 

 

3. Click the Comments - Person link. 

 

4. Click the Person Comment Entry link. 
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Step Action 

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

6. Click the Search button. 

 

7. Click the Collapse Menu button. 

 

8. Click an entry in the ID column. 

 

 

 
 

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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Step Action 

1. Click the Campus Community link. 

 

2. Click the Communications link. 

 

3. Click the Person Communications link. 

 

4. Click the Communication Management link. 
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Step Action 

5. Click the Add a New Value tab. 

 

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

7. Click the Add button. 
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Step Action 

8. Click the Collapse Menu button. 

 

9. Click the Look up Function button. 
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Step Action 

10. Click an entry in the Description column. 

 

 

 
 

Step Action 

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

 

 



 

Training Guide 
Financial Aid 

 

 Page 63 

 
 

Step Action 

12. Click an entry in the Description column. 
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Step Action 

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

 

 

 
 

Step Action 

14. Click an entry in the Description column. 
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Step Action 

15. Click the Look up Method button. 
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Step Action 

16. Click an entry in the Communication Context column. 

 

 

 
 

Step Action 

17. Click the Direction list. 

 

18. Click the Outgoing Communication list item. 

 

19. Click the Look up Letter Code (Alt+5) button. 
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Step Action 

20. Click an entry in the Description column. 
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Step Action 

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

 

Click the Variable Data button. 

 

 

 
 

Step Action 

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

23. Click an entry in the Aid Year column. 
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Step Action 

24. Click the OK button. 

 

 

 
 

Step Action 

25. Click the Save button. 

 

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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Step Action 

1. Click the Campus Community link. 

 

2. Click the Checklists link. 

 

3. Click the Person Checklists link. 

 

4. Click the Checklist Management - Person link. 
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Step Action 

5. Click the Add a New Value tab. 

 

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

7. Click the Add button. 
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Step Action 

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

 

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

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

 

 

 
 

Step Action 

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

12. Click an entry in the Description column. 
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Step Action 

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

 

14. Click the 1 link. 

 

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

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

 

 

 
 

Step Action 

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

18. Click the Look Up button. 

 

19. Click an entry in the Description column. 
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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. 
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Step Action 

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

23. Click an entry in the Aid Year column. 

 

 

 
 

Step Action 

24. Click the OK button. 
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Step Action 

25. Click the Save button. 

 

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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Step Action 

1. Click the Campus Community link. 

 

2. Click the Checklists link. 

 

3. Click the Person Checklists link. 

 

4. Click the Item Update - by Person link. 
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Step Action 

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

6. Click the Search button. 

 

 

 
 

Step Action 

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

 

8. Click the Item Status list. 

 

9. Click the Cancelled list item. 

 

10. Click the Save button. 

 

11.  

End of Procedure. 

Comments Summary 

Procedure 

 
In this topic you will learn how to access the Comment Summary. 
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Step Action 

1. Click the Records and Enrollment link. 

 

2. Click the 3 C's Summaries link. 

 

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

 

4. Click the Comment Summary link. 
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Step Action 

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

6. Click the Search button. 
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Step Action 

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

 

8. Click the Fetch button. 

 

 

 
 

Step Action 

9. Click the View link 
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Step Action 

10. Click the Edit link. 
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Step Action 

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

 

12. Click the Save button. 

 

13.  

End of Procedure. 

Communications Summary 

Procedure 

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

 
 

Step Action 

1. Click the Records and Enrollment link. 

 

2. Click the 3 C's Summaries link. 

 

3. Click the 3 C's Summaries link. 

 

4. Click the Communication Summary link. 
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Step Action 

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

 

6. Click the Fetch button. 

 

7. Click the View or Edit link  

 

8.  

End of Procedure. 

Checklist Summary 

Procedure 

 
In this topic you will learn how to access Checklist Summary. 
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Step Action 

1. Click the Records and Enrollment link. 

 

2. Click the 3 C's Summaries link. 

 

3. Click the Personal Checklist Summary link. 
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Step Action 

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

 

5. Click the Search button. 

 

6. Click the View link. 

 

7.  

End of Procedure. 

Letter Generation Process 

Procedure 

 
In this topic you will learn how to use the Letter Generation Process. 
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Step Action 

1. Click the Campus Community link. 

 

2. Click the Communications link. 

 

3. Click the Letter Generation link. 

 

 

 
 

Step Action 

4. Enter the desired information into the Run Control ID field. Enter 

"LETTER_GENERATION". 
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Step Action 

5. Click the Add button. 

 

 

 
 

Step Action 

6. Click lookup  
 

 

7. Click an entry in the Description column. 

 

Note: Use Letter code  FA1 (New Orleans Missing Information) or  FA2 

(Shreveport Missing Information) 
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Step Action 

8. Click the Address list. 

 

9. Click the Addr Name list. 

 

10. Click the Salutation list. 
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Step Action 

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

 

 

 
 

Step Action 

12. Click the Date/Merge Parameters tab. 

 

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 PS9HEPRD would put 

the communication extract file here:  

\\ps9hetux6\hrsa$\PS9HEPRD\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. 

 

 

 

 

 
 

Step Action 

15. Click the Checklist Parameters link. 
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Step Action 

16. Click the Checklist Type list. 

 

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

 

18. Click the Run button. 

 

 

 
 

Step Action 

19. Click the Server Name list. 

 

20. Click the PSNT list item. 

 

21. Click the OK button. 
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Step Action 

22. Click the Process Monitor link. 

 

 

 
 

Step Action 

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

Posted 

 

24. Click the Go back to Letter Generation link when the Run Status = Success and 

the Distribution Status=Posted 
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Step Action 

25. Click the Report Manager link. 

 

26. Click the Letters Data Extract Report to view Letters. 

27. This completes the Letter Generation topic. 

End of Procedure. 

 

 

 

 


