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Abstract

This document discusses how student financial aid is processed in CAMS. Iltems covered are arranged in logical workflow
order, although you may or may not perform certain functions based on the type of aid processed at your institution. Prior
to processing aid, ensure that Financial Aid Setup is complete (Please refer to the Financial Aid Setup.pdf document for
instructions). Process steps will be covered in detail and include the following topics:

¢ Importing ISIR Records

e Applying Estimated Cost of Attendance Budgets

e Packaging Student Aid/Awards

e  Processing Student Aid/Award Letters

. Managing Federal Direct Loans and Grants (COD Export/Import)
e Funding Student Aid/Awards

e Transferring Student Aid/Awards to Billing

In addition, other functionality will be discussed. This includes the following topics:
e Maintaining/Adjusting Awards

e Importing Awards from EDE and PowerFAIDS

e  Work Study Setup and Process

e Financial Aid Reports

e Loan Log/Exit Interview
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Please note: In order to remain current with the latest technology, the Financial Aid module has evolved, and some
functionality is no longer the most efficient method for managing certain tasks. Documentation for those tasks has
been removed from this PDF document. The following topics are available through Online Help only:

e Importing ISIR Records via EDExpress (not available after 2010-2011 Academic Year)

Applying Budget Rules

Automating Single Student Packages

Non-Priority Packaging for Multiple Students

Applying Documents through Automated Processes

Page 2 of 121



CAMS Enterprise — Financial Aid Processes

Unit4 Education Solutions, Inc. makes no representation or
warranties with respect to the contents or use of this guide.
Further, Unit4 Education Solutions, Inc. reserves the right to
revise this guide and make changes to its contents at any time
without obligation to notify any person or entity of such
revisions or changes.

In no event will Unit4 Education Solutions, Inc. be liable to
buyer or any other party for any damages, including any lost
profits, lost savings, or other special incidental or consequential
damages arising out of the use of or inability to use such
product, even if Unit4 Education Solutions, Inc. has been
advised of the possibility of such damages, or for any claim by
any other party.

© 2016 Unit4 Education Solutions, Inc. All rights reserved. All
company and product names included in this document may be
trademarks or registered trademarks of their respective
companies. The information contained in these pages is
subject to change at any time without prior notice.
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The Financial Aid module is used to package and track student aid so that
pending and funded aid factors into the total amount the student owes to the
institution. Federal direct loans and grants, state aid, and institutional aid such as
scholarships and grants may be part of a student’s financial aid package. The
most efficient methods for building aid packages include processes such as
importing ISIR information, automatically loading document tracking items, mass
applying estimated cost of attendance budgets, automating award packaging
based on federal, state, and institutional rules, and using COD integration tools if
your institution participates in federal financial aid programs.

Once financial aid setup (please refer to Financial Setup.pdf) has been
completed for an Academic Year, you can begin processing student financial aid.
The workflow outlined below is typical for institutions participating in Federal
Financial Aid programs. Some institutions may not require all steps to complete
their packaging processes.

Financial Aid Workflow

Document Apply
Tracking Budgets

Package , Award Export Aid
Awards ! Letters to COD

Import COD FOr Avaras Tran.sfer to
Responses Billing

Figure 1: Financial Aid Workflow

e Import ISIR Records — Essential information such as Expected Family
Contribution (EFC), Dependent Status, Total Income, and National
Student Loan Data System (NSLDS) data is necessary for mass
applying budgets, PELL processing, and Priority Packaging

o During the ISIR import process, document tracking documents
can be automatically loaded to student records based on ISIR
information (see Document Tracking Auto Load in the Financial
Aid Setup document)

e Apply Estimated Cost of Attendances Budgets (Direct Cost Type) —
Used to calculate Remaining Need and can be applied en masse via
Packaging >Prioritized >Budgets, or one at a time in Financial Aid
Maintenance

Page 5 of 121



CAMS Enterprise — Financial Aid Processes

e Package Awards — Build student aid packages based on business rules
in Packaging >Prioritized >Package or apply awards to individual student
records in Packaging >Single

o Generate Award Letters — Generated automatically during Packaging
>Prioritized >Package, through Report >Award Letters Packaging or
Reports >Award letters, or for single students via Financial Maintenance
>More >Report

e Request Aid from Funding Sources — COD Integration processes for
Federal direct loans and grants, or from other sources for non-Federal
aid

e Fund Awards — When funds become available, update Award Status
and Check Signed Date via Automated Processes >Check Release

e Transfer Funded Awards to Billing — Use the Transfer window to
generate a billing batch where awards become credit to the student
account

Additional processes such as award adjustments, tracking documents, importing
information from COD, removing No-Show student aid, managing Work Study,
running reports, etc. will occur during various points in the workflow process and
are covered later in this document.
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ISIR (Institutional Student Information Record) records contain information
provided by the student in the FAFSA (Free Application for Federal Student Aid),
as well as historical data available from NSLDS (National Student Loan Data
System).

This information can then be used to apply the financial aid Direct Cost Type
(Cost of Attendance Budgets) and to apply award packages. An ISIR record is
required for FISAP (Fiscal Operations Report and the Application to Participate)
reports used by institutions participating in certain types of federal aid.

Document Tracking documents can be automatically loaded based on ISIR field
values during the ISIR import process (see Document Tracking Auto Load in the
Financial Aid Setup document). ISIR records may be locked for comparison of
subsequent ISIR transactions for the same student. The ISIR can be viewed and
printed in full detail.

Typically ISIR records are imported into CAMS in Tools >Import >Financial Aid
>|SIR Direct, although if institutions do not participate in federal aid programs
may enter some ISIR data such as EFC (Expected Family Contribution)
manually. ISIR records must be attached to the Academic and Financial Aid year
as appropriate.

The import process generates the student’s Financial Aid Maintenance record in
Financial Aid >Maintenance, where unlimited inactive ISIR records may be
stored. The ISIR import process also populates a Fin Lifetime database table,
used during Prioritized Packaging to prevent exceeding a student’s lifetime
maximum federal award amount.

Direct Import

Before ISIR records can be imported into CAMS, they must be extracted from
EDconnect and saved in a location readable from a shared location on the CAMS
SQL Server. The user saving these records must have Modify permissions to the
folder. In addition, the CAMS Enterprise >Import >COD folder on the CAMS IIS
Server must ensure that IUSR_MachineName has Modify permissions to that
folder.
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Step-By-Step: Import ISIR Records

1. From the CAMS Enterprise Home page, click Tools >Import >Financial
Aid >ISIR Direct to open the ISIR Direct Import window. Click Browse to
open the Choose File window.

2. Select the appropriate ISIR file and click Open.

Criteria @) Help % Cancel

r Read New Document
File path must be in UNC form and reachable from the CAMS database server

Iise\lmporL\IDSA‘IZOPJUS Browse... |

Using file IDSAT20P.108

College FICE Codes {Used for Housing Status)

Collegeilame

University of Three Rlers

Eal)ele‘te |

EDE Yearlndicator|2011—2012j Academic Year|2011—2012 | Defauit Financial Aid YearlFA‘l‘liSP12ﬂ

F
5

4 - i
- Previous Imported Files |

Batch Assign Financial Aid Years

FinancialAid* FinancialAid*
FA11/SP12

QueryDescription

,;. Parse Document

Figure 2: ISIR Direct Import

3. You can print a report of all previously imported ISIR file names for any
Academic Year by first selecting the Academic Year, then click Previous
Imported Files. A report displays listing all ISIR files imported for the
selected Academic Year, listed by Financial Aid Year and ordered by file
name. In addition, on the Financial Aid Maintenance ISIR tab highlighting any
ISIR record in the grid will display below the grid the ISIR import file where
the record originated.
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A grid displays which allows the user to enter in one or more FICE Codes.
These codes are then compared to the ISIR record to determine and import
the student’s housing status. To enter the institution’s FICE Code(s), right
click in this grid and enter the College Name and School ID. Click the Add
button to save. Codes may be deleted by left clicking on the record and then
clicking Delete and can be modified by double-clicking an entry in the grid.
College FICE Codes are then retained for all ISIR imports.

School Parameters

College Hame |

School ID {6 characters)

| Add | | Eacancel

Figure 3: FICE Code Entry screen

Once any College FICE Code(s) have been identified and entered, select the
EDE Year Indicator (System field that cannot be altered), Academic Year,
and Default Financial Aid Year. The EDE Year Indicator must match the
Academic Year designation on the ISIR import file or no results will populate.
This is to prevent the data from being applied to the wrong year.

As ISIR records may contain records for students that fall within different
Financial Aid Years in an Academic Year, ISIR Batch Job queries can be
written in Financial Aid >Packaging >Prioritized >Package Criteria to
identify students whose ISIR record should be applied to a specific Financial
Aid Year within an Academic Year. During the ISIR import, any students ISIR
record in the import file that meet the criteria in the query will be attached to
that Financial Aid Year. See Financial Aid Queries in the Financial Aid
Setup document.

Upon selecting the Academic Year, any Batch Job queries assigned to that
Academic Year will appear in the Batch Assign Financial Aid Years grid.
Note the following regarding Batch Job queries:

e Astudent ISIR not in any query will be assigned the selected Default
Financial Aid Year.

e Astudent ISIR in one of the queries only, will be assigned the Financial
Aid Year the query is written for.

e Astudent ISIR in multiple queries will be assigned to the first query that
is run.

e A student ISIR for students not in CAMS will be assigned the selected
Default Financial Aid Year and placed on the Holding tab for import.

Click Parse Document to begin the import. Any records that include Social
Security Number (SSN) that matches an existing record in CAMS will display
in the upper grid. Any existing ISIR records that are locked (see Financial Aid
>Maintenance >ISIR tab) will display in the lower grid.
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CAMS compares the social security numbers of the student records being
imported to records in the CAMS database. All records may be imported with
this process regardless of an SSN match. Those with no match are placed
into holding tables. Upon a student being added to CAMS Enterprise with an
SSN that matches a record in this table, the ISIR data and any auto-loaded
document tracking items will be applied to that student record.

Academic Year | 2015-2017  » Financial Aid Year 2016—201?.

ISIR Records to be Imporied

FinancialStat.  |[StudertUID StudentSSH ActiveFlag ApplicationRe | Studentlast
2001 00406 31802016 12:00 ALBERT

| ,;- Set All Active || ,;- Set All Inactive || «;’ Compare
Possible Conflicts with Existing I1SIR Records
Lasthlame Firsthame hiiciclerlame StudentUIC ActiveFlag Lock Financial SAF  |FinancialStat

Figure 4: Records tab, once file has been parsed.

10. At this point, reconciliation of any existing records should take place.

11.

Records showing only in the top grid alert the user that the ISIR being
imported is for an existing student. If an ISIR has already been imported for
that student and that ISIR has been marked Locked, the record will be
displayed in the lower grid as well. Click the Compare button to view Locked
records to determine which ISIR should be marked Active. A report displays
listing the fields, import value, and existing ISIR value for the differing values
between the existing ISIR information and the import.

For records shown in the bottom grid, once it has been determined which
record will be active, that record needs to be marked Active. If the existing
record is chosen, then the newly imported ISIR record will be marked
inactive. Clicking the Active box in the upper grid will result in the new ISIR
being marked as active. If the existing record is locked you must uncheck the
Locked check box in the lower grid in order to import a new ISIR record.

Note: If both the record in the upper and lower grids have the Active flag checked, the
import process will not complete until one or the other is unchecked. Only one ISIR record
may be marked as Active per Academic and Financial Aid Year.

12.

Choose Set All Active to mark all the ISIRs as the active record; choose Set
All Inactive to uncheck this box. Also, these may be checked on a record by
record basis by checking or unchecking the box.

Note: Selecting Set All Active will mark all corresponding locked records in the bottom
grid as inactive and unlocked. The imported ISIR record from the top grid will be the active
record after the import.
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13. The Holding tab displays those records with an SSN that does not match
any found in CAMS. These records are imported into a holding table, where
they will remain until a student record is added with an SSN that matches.
Upon a student being added to CAMS Enterprise with an SSN that matches
a record in this table, the ISIR data, custom ISIR data, and any auto-loaded
document tracking items will be applied to that student record.

14. From the Holding tab, there are several reports which can be printed. These
include an Exception Report, a Labels Report, and a customizable
Application Letter Report. Choosing the applicable report and clicking Print
will generate this.

15. Choose Set All Active to mark all the ISIRs as the active record for the
holding records; choose Set All Inactive to uncheck this box. Also, these
may be checked on a record by record basis by checking or un-checking the
box in the grid.

Holding ) Help ¢ Cancel

I1SIR Holding Records
Financial=tat. | StudentLIC StudentSSH ActiveFlag ApplicationRe

[NULL] [NULL] | 1112010 12:0[NOBO

,;. Set All Active | ,;. Set All Inactive |

Repor‘tlException Report (DC) j

4_-:,{ Print |
Prospect/Student Import Job Name | ,;_;- Add to Batch |

Figure 5: Holding tab

16. A Prospect/Student Import Job may be created to generate a new
Prospect or Student record for the unmatched SSNs. After entering a job
name for the import, click Add to Batch to create the import. A popup stating
“Transfer Successful” will display when the file is ready to be imported (See
Tools >Import >Admissions >Prospect/Student Import). When a student
record is added, either by importing Prospects then loading to Student,
importing Students, or manually adding a student, records in the ISIR holding
table with matching Social Security numbers will be imported to the student’s
Financial Aid Maintenance record. If a student record already exists but with
no SSN or an incorrect SSN, updating the SSN in the student record will
import any matching ISIR records from the ISIR holding table.

A3 Note: Be sure to complete the ISIR import process before moving on to the
(}‘:{ Prospect/Student Generic Import.
— M
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17. The Import tab completes this process. A Financial Aid Status record will be
created for any records that do not already have one. Package as Load and
Package Status control what that Financial Aid Status record will display
and can be set for newly created status records only. Check Update
Existing Status Records with ISIR Data to update any existing Financial
Aid Status records information contained in the ISIR file (for imported ISIR
records marked Active). Check Import All Duplicate Transactions if you
are re-importing an ISIR file and wish to import the records again. An
example would be re-importing an ISIR file to import active records that were
not checked to import as active in the previous import. Selecting this check
box will import all duplicates for existing student records and any that may
exist in the ISIR holding table.

18. Click Import to complete the process. A message stating “Import Successful’
will display when the process is finished.

A Note: It is very important to check Update Existing Status Records with ISIR Data if
N you are using Prioritized Packaging in order to ensure accurate packaging.

Import [ Help + Cancel

~ | Financial Aid YearIF—H 512 'l

EDE ISIR Import
’7 Academic Year | 2011-2012

Package as Loadl 'l
Package Status I 'l

Update Existing Status Records with ISIR Data [~

Import All Duplicate Transactions [~

E}; Import |

Figure 6: Import Tab
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Once ISIR data has been imported, budgets should be assigned to students. The
most efficient way to accomplish this task is to apply the budgets using the
Financial Aid >Packaging >Prioritized >Budgets window.

In order to apply budgets to students, the Direct Cost Types and the associated
Cost Items must already exist for the Academic and Financial Aid year in
Financial Aid >Setup >Yearly Setup >Budgets tab. In addition, Budget Queries
defined in the Budgets must be created in Financial Aid >Prioritized >Package
Criteria window. The students to which budgets are assigned are identified by
attaching the appropriate query to the Budget routine. Processing budgets
populates the Direct Cost Type field in Financial Aid >Maintenance >Financial
Aid Status Detail window. It is also possible to manually assign a budget to a
single student by manually selecting the Direct Cost Type in the Financial Status
Detail window.

Step-By-Step: Add a Budget

1. From the CAMS Enterprise Home page click Financial Aid >Packaging
>Prioritized >Budgets. The Budgets window displays.

2. Select the appropriate Academic Year and Financial Aid Year, and then click
Find to display any budgets already associated with the selected Academic
and Financial Aid year. You MUST click Find first to add a new record.

3. Right-click in the data grid to add a budget, or double-click an existing budget
to modify it. The Budget detail window displays.

Budgets @) Help % Close
Academ\cYeﬁr|2UDQ—2U1D ;I FinﬁnciﬁlAidYeﬁrIFADQISF“IULI ,;. Copy |
BudgetDescription Priarity BudgetSelectionCriteria DirectCostType
1 0 0 e ﬂ
2 MO Residents EFC == $100 1 MO Residerts EFC == $100 Defautt
a wearding SEQG [3 Lowvarding SEQG |Residert
-
) I b

Q Delete |

Figure 7: Budgets

4. Provide a Budget Description.
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5. Click the search icon to open the Student Selection Criteria window.

Budget Detail

Budget Description |Awarding SEOQG

Student Selection Criteria | @
Priority
Direct Cost Type

Financial'eal

Financial&idy |DirectCostTy

Tuttion

Created By | On: |

Changed By | on: |

l Add l l EaCancel

Figure 8: Budget Detail

6. Double-click to select the query to associate with this budget. In this
example, Awarding SEOG is selected.

Academic Year | 2008-2009 | Financial Aid Year | FAQDS-SP09 s mFind ,;- Copy

|EludgetSeIec1ionCr'rteria
Mon Mizzouri - US Citizan

|Pri0r'rty |DiredC031Type

Figure 9: Select Query

7. Enter the Priority (zero (0) is the highest). This indicates the order in which
the budget will be applied if students qualify for multiple budgets. The highest
priority budget will be applied. Using Priority numbers such as 10, 20, 30, etc.
will allow insertion of budgets later without the need to renumber all budget
priority numbers.

Budget Detail

Budget Description |Awarding SEOQG

Student Selection Criteria | @
Priority B
Direct Cost Type

Figure 10: Budget Detail Priority

Note: A specific Priority can only be assigned once. An attempt to enter a Priority that has
already been assigned to a Budget may result in an error message when saving the new

or updated Budget.
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8. Select the Direct Cost Type from the drop-down list. The Cost Items
associated with that Direct Cost Type display in the data grid.

Buidget Detail
Buidget Description |Awarding SEOG
Student Selection Criteria | @
Priority 3
Direct Cost Type | Resident | w
Commuter
COStAMD b it
; F 400 el g8 464 128 |
BES A 3
3 Housing $5,000.0 :gghm g8 464 957
4 Supplies $300.00 MD4 g8 464 1,28
5 Tuition $20,000. D 4-hm 88 464 955
ME-1
AOM-UG-m
AOM-UG-|
4 »
AOM-UG-h |—
MD&-|
Created By \ On: |
Changed By: \ on: |

l Add l l mCancel

Figure 11: Direct Cost Type

9. Click Add to add the Budget, or Cancel to exit without saving. Once a
budget has been added, it is saved and this process will not need to be
repeated each time budgets are processed.

Maintain Financial Aid Budgets

Because budgets are attached to a specific Academic and Financial Aid Year, it
is necessary to create them for each Academic and Financial Aid year. This can
be done manually, or to save time, use the Copy button to copy all budgets
associated with one particular Academic and Financial Aid year to another
Academic and Financial Aid year.

A Note: Copy Budgets should NOT be done here when using Copy Package. When using

o the Copy Package function, Package Criteria queries, Award Methodologies, and Budgets
M associated with the Package are copied automatically. You should ONLY copy budgets
-~ here if you will NOT be copying packages. Copying the budgets will also copy the

associated Package Criteria queries.
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Step-By-Step: Copy Budgets
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1. From the CAMS Enterprise Home page click Financial Aid >Packaging
>Prioritized >Budgets. The Budgets window displays.

2. Select the appropriate Academic Year and Financial Aid Year, and then click
Find to display any budgets already associated with the selected Academic
Year and Financial Year. You must click Find first to display the budgets.

P r v
' wBudgets ¥ _nitiate ¥ U Students ¥ _Process
Budgets ) Help % Close
AcademicYear|2008—2UUQ = FinancialAidYearIFAUS—SPUQ =l ,;__;- Copy |
BudgetDescription Priarity BudgetSelectionCriteria DirectCoztType
q 0 0 e |
MO Residents EFC == §100 1 MO Residents EFC == §100 Default
Avwvarding SEOG E fowvarding SEOG |Residert
0 ﬂJ

Figure 12: Copy Budgets

Click the Copy button. The Copy Budgets detail window opens with the
Academic Year From and Financial Aid Year From displayed.

Copy Budgets

Academic Year From | 2008-2009 = | Financial Aid Year From | FA03-5P09

Academic‘r’earTo|2UUQ—2U1U =l FinanciaIAid‘r’earToIFAUQISP‘IULI

Figure 13: Select Academic and Financial Aid Year

Select the Academic Year To and Financial Aid Year To.

Click Copy to copy the budgets to the new Academic and Financial Aid years

or click Cancel to exit without copying.

Note: Be sure that all budgets for the Copy From Academic and Financial Aid years have
been added prior to copying. If the Copy process occurs more than once, duplicate
budgets will be created in the Copy To Academic and Financial Aid years. If duplication
occurs, highlight the unwanted budget in the data grid and click Delete to remove.
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Apply Budgets to Students

-

Step-By-Step: Process Budgets

1.

From the CAMS Enterprise Home page click Financial Aid >Packaging
>Prioritized >Budgets.

Select the appropriate Academic Year and Financial Aid Year, and then click
Find to display any budgets already associated with the selected Academic
Year and Financial Year. You must click Find first to display the budgets.

Click the Initiate tab. Right-click in the Selected Budgets to Run data grid.
The Available Budgets list displays.

Selected Budgets to Run
BudgetDescription [Priority [Budgetselectioncriteria [Budgetio [¢

-

< | Llj
Q[)ebete

Only Show Students Without Budgets [V

g Initiate

Figure 14: Select Budgets to Run grid

Double-click to select a single Budget, or click Select All to add all available
Budgets to the Selected Budgets to Run data grid. In this example,
Awarding SEOG is selected.
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Available Budgets

BudgetDescription Priarity BudgetSelectionCriteriza DirectCostTy) |2

1 Mon Miszouri - Citizen 0 Mon Miszouri - US Citizan MD-| Y
Awvarding SEQG Awvarding SEQG Resicent
‘ o[

m Select Al

Figure 15: Select Budget to Run

Note: If you wish to remove a Budget from the list of those that are to be run, highlight that
o )@ budget and then click Delete.

k,_}_h_ 5. Click Only Show Students Without Budgets check box if you do not wish
to display students that already have budgets defined, otherwise students
that already have budgets assigned will display. In this case, budgets are
applied according to a Priority of 3.

6. Click Initiate to display a list of students who should have the budgets
applied. The Effected Students tab opens. By default, the students are
listed by Last Names From "A" to Last Name To “Z”.

Selected Budoets to Run
Priority Buid i

BudgetDescription
Awarding SEOG

nCriteria

Cg omer

Only Show Students Withowut Budgets

E Initiate:

Figure 16: Initiate Budgets to Run

7. To work with fewer students, change the Last Name From or the Last Name
To field and then click Find. If there are any students that should not receive
the budget, highlight that record and then click Delete.
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Effected Students ) Help  Close

Academic Year 00520049 Financial Aid Year | FA05-5F05

Last Name From |a Last Name To Im

Students Effected by Budget Assignment From ato m

BudgetDescriation Lasthame Firsthlame ticlcllerlame StucentiD HazStatu
1 Awarding SEO d
wearcing SEQG Aaron Jullie =] A0011111260 —
& Awvarding SECG Abbaott Jennifer A0011111197
4 Swvarding SEOG Aherdinet Sharon 40011111255
51 Awvarding SEOG Abramsat Liza | hary AD011111170
=1 Awearding SEOG Adams Elizabeth A0011111564
7 wearding SECG Adams Ermily K A0000059605
g Awvarding SEOG Adams Karen E A0011111554
g Suvarding SEOG Adams Melinds A0000001249
10 wearding SECG Alverez Cathy J A0011111256
11 Auvarding SEOG Aukatmp |Sandy L AN011111447
19 J\Luraw-lin« SR Raivel [artia 1 BN EREERE =L Llﬂ

Q Delete

Figure 17: View Effected Students

8. Click the Process tab. If the “Only Show Students Without Budgets” check
box was NOT checked, you can click the Overwrite Existing Budgets check
box to ensure that this budget will take precedence.

9. Click the Process button. A confirmation message displays.

Overwrite Existing Budgets []

Process

Figure 18: Process
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10. Click OK to confirm.

Budget assignment successful

Figure 19: Confirm

11. The Process button will be disabled until initiated again on the Initiate tab.
This process populates the Direct Cost Type field in Financial Aid
>Maintenance >Financial Aid Status Detail window.
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Prioritized Packaging uses queries to assemble the list of students for use by the
Financial Aid office. These lists are then used to package students and
determine the awards for which the student(s) qualify. Because these queries are
created with specific criteria in place, the need to access individual student
Financial Aid Record is minimized.

Once Packages are assigned, if the student’s load changes, awards can be
automatically adjusted according to your business rules. A configuration option in
the CAMS Manager module must be set in order for this to occur (see CAMS
Manager >Configuration >More tab). This process does not re-process the
gueries to determine eligibility, but simply recalculates the amount awarded
based on the student’s new load.

Before any Prioritized Packages can be built, there are some basic setup tasks
that must be completed. These are tasks that are a part of setting up Financial
Aid for any packaging methods:

o Define the awards in the Award Reference table.

o Be sure that the Need Based check box is marked
accurately before proceeding calculations.

e Create the Academic and Financial Aid Years

e Build Budgets for various Direct Cost Types to reflect total cost of
attendance.

e Create Packaging Queries
e Build Award Methodology

See Financial Aid Setup for specifics on how these tasks are completed.

Note: If Prioritized Packaging contains awards of the same Award Type AND TERM that
are found in Financial Aid Maintenance and added by another process, the student will be
put in the exception list and therefore will not be packaged. If the (manually entered)
award’s Award Type in combination with the term is NOT found in any of the
Award Methodologies for the package the student will be packaged as normal.
The manually entered award will only affect the packaging process by bringing down
remaining need if the Award Type affects need.

Create Prioritized Packages

5!

Once queries are built, award methodologies are defined (Financial Aid
Setup.pdf document), and budgets are assigned, Prioritized Packages can
created. If desired, awards within those packages can be automatically updated
when students add or drop classes by simply running the package again.

Step-By-Step: Define Award Packages

1. From the CAMS Enterprise Home page click Financial Aid >Packaging
>Prioritized >Package. The Packaging window displays.

2. Select the appropriate Academic Year and Financial Aid Year, and then
click Find to display any packages already associated with the selected
Academic Year and Financial Year. You must click Find first to add a new
record.

Page 21 of 121



CAMS Enterprise — Financial Aid Processes

3. Right-click in the upper data grid to add a package, or double-click an
existing package to modify it. The Package detail window displays.

Packaging Help 3% Close
Academic Year | 2008-2008  +| Financial Aid Year [FAD3-SP03 v l L e l & cony ]
PackageDescription PackageSelectionCriteria Priarity SELGueryID F
il Avearding MO Residert SEOG Avearding SEOG a 46 e
2 All Students All Students 1 22 £
3 0 550 3
4 MO Residerts Mizzouri Residerts 10 17 :
5 Meswy Package Miszouri Residents [12 [17 E
1 o[
Q Delete
Award Methodologies for Package
AvvardhethodologyDescription Priority AveardType TextTerm DistributionD: | TotalFun:
1 0 State Gra a de oad
2 MO State Grant Fall Term - Rem Meed 3 PLUS Fa&-05 9/19/2008 12:00|§200,00C
‘ o[
Q Delete

Figure 20: Add a Package

Enter the Package Description if creating a new package.

Click the search icon next to the Student Selection Criteria field to open the
Student Selection Criteria window.

Package Detail

Package Description |ru1o State Grant

Student Selection Criteria | )

Priority 10

Load Determination (3) Use Package Load () Use Student Load

Created By: | on: |

Changed By: | on: |

Figure 21: Package Detail
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6. Double-click the query to associate with this package.

Student Selection Criteria

SaLGuetyID Financial&idy  |[GueryDescription PackageCrite  [Awa
1 14 i} International Studerts v
2 17 a8 Miszouri Residents v Eii]
g 22 as All Studerts v
4 23 a8 Mon Missouri - US Citizan v
= ward Seog v
&

Figure 22: Select Query

7. Assign the Priority in which the Package should be applied. Students
qualifying for multiple packages will be assigned the package with the
highest priority (zero (0) is the highest). Using Priority numbers such as 10,
20, 30, etc. will allow insertion of packages later without the need to
renumber all package priority numbers.

8. Select the Load Determination to be used for Remaining Need and
Student Load. Use Package Load will allow pre-packaging of students
based on the Packaged for Load field in the student’s Financial Aid Status
record for the Academic and Financial Aid year. Use Student Load will
package based on the actual number of hours registered.

Note: When pre-packaging awards using the Use Package Load option, you must run the
package again after registration selecting the Use Student Load option in order to make
adjustments to awards for those students whose load is different than their pre-packaged
load.

9. Click Add to save the Package, or Cancel to exit without saving.
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Step-by Step: Attach Award Methodology to Packages

Once students have associated with packages, awards need to be added to the
package. It is most common to have multiple awards defined within each
packaged.

1. Highlight the appropriate Package in the upper data grid. Any Award
Methodologies already associated to the Package display.

2. Right-click in the Award Methodologies for Package data grid to add a
methodology to the package. The Package detail window displays.

Packaging EIHelp % Close

=3

Academic Year | 2008-2009  » Financial Aid Year | FADS-3P09  w l QFind

PackageDescription |PackageSeledionCrﬂeria |Prior'rty |SQLQueryID |F
1 Avvarding MO Resident SEOG Avearding SEOG 1] 46 4
2 Awarding MO Reside 0
3 All Students All Students 1 22 £
4 [Mon Missouri - US Citizan [Mon Missouri - US Citizan 2 23 B
=l MO Residents Miszouri Residents 10 17 :
B Mew Package Miszouri Residents 12 17
| [

Ea Delete

Award Methodologies for Package
AvvardhethodologyDescription |Pri0r'rty |AwardType |Te>dTerm DistributionDe | TotalFune

1 [

Ea Delete

Figure 23: Package Detail

3. Click the search icon next to the Award Methodology field to open the
Award Methodologies window.

Package Detail

Award Methodology | =
Priority
Created By: | On: |
Changed By: | on: |

l Add l l Ea(:ance\

Figure 24: Package Detail Award Methodologies
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4. Double click the methodology to assign to the package.

Award methodologies

Description StudertSelectionCriteria
1 Mizzouri State Resident Grant Miszouri Residents
2 Test International Students T
3 Al Studerts All Studerts
4 MO State Grant Fall Term - Rem Need Mon Mizsouri - US Citizan
a2 MO State Grant Fall - Studert Losd Mon Missouri - US Ctizan
[ W State Grant Term - Biling Transdoc Mon Miszowr - IS Citizan
ri WO State Grant Fall Term - Even Split Mon Mizzowri - US Citizan
g Avweard Seoq Avvared Seog
g MO State Grant Fall Term Avyvarding SEOG
10 0 State Gra all Te
o | o[

Figure 25: Assign Methodology to Package

5. Assign the Priority and click Add to associate the methodology to the
Package. The Award Methodologies for Package displays. Using Priority
numbers such as 10, 20, 30, etc. will allow insertion of methodologies later
without the need to renumber all methodology priority numbers.

Note: Award Methodologies MUST be grouped together by award and sorted by Priority
number in Packages that contain Financial Aid Years with awards distributed over multiple
terms. Awards should be prioritized in the order you want to award them; unsubsidized
awards should be prioritized last. This ensures correct calculations for Remaining Need.

Package Detail

Award Methodology | @
Priority
Created By | On: |
Changed By | on: |

l Add l l EaCance\

Figure 26: Assign Priority and Add
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Maintain Award Packages

Because packages are attached to a specific Academic and Financial Aid Year, it
is necessary to create them for each Academic and Financial Aid year. This can
be done manually, or to save time, use the Copy button to copy all packages
associated with one particular Academic and Financial Aid year to another
Academic and Financial Aid year.

Note: When using the Copy Package function, Package Criteria queries, Award
Methodologies, and Budgets associated with the Package are copied automatically. You
should NOT copy Package Criteria queries, Award Methodologies, or Budgets when using
the Copy Package function.

%

\,

Step-By-Step: Copy Packages

1. From the CAMS Enterprise Home page click Financial Aid >Packaging
>Prioritized >Package.

)

&

2. Select the appropriate Academic Year and Financial Aid Year, and then
click Find to display any packages already associated with the selected
Academic Year and Financial Year. You must click Find first to display the
packages.

e B = Y
' wPackage 1 . Initiate |' . Students |'| - Methodology |'

Packaging [Z) Help % Close
Acadenmic Year [2008-2009 =] Financial Aid Year [FA08-5P09 v] [ Find | & Cony |

Packauelbescription Package ionCriteria Priority SCLGueryID

1 Awarding MO Resident SEOG i £]
All Students £

3 [1an Mizsauri - US Ciizan |Man Missauri - US Clizan z 23 E
MO Residents EFC == $100 MO Residents EFC == $100 3 65 1
MO Residents Miszouri Residents 10 17 =

=1 ey Package Miszour Residents 12 17 =

-

1 [E— »

Figure 27: Copy Packages

3. Click the Copy button. The Copy Packages detail window opens with the
Academic Year From and Financial Aid Year From displayed.

4. Selectthe Academic Year To and Financial Aid Year To.

Copy Packages
Academic Year From |2003-2009 || Financial Aid Year From | FADS-5P09

[

1 Academic‘r’earTo|2UUQ—2U1U =l FinanciaIAidYearToIFAUQJ’SP‘IULI

Figure 28: Select Academic and Financial Aid Year
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5. Click Copy to copy the packages to the new Academic and Financial Aid
years or click Cancel to exit without copying.

Note: Be sure that all Packages for the Copy From Academic and Financial Aid years
have been added prior to copying. If the Copy process occurs more than once, duplicate
packages will be created in the Copy To Academic and Financial Aid years. If duplication
occurs, highlight the unwanted package in the data grid and click Delete to remove.

I
Xl

Academic Year | 2008-200%  » |Financial Aid Year | FADS-5P03 l :;Find

I=E3

PackageDescription PackageSelectionCriteria SCLGweryID
il Awarding MO Resident SEOG e} 0 c
2 Awearding MO Resident SEQG Awvarding SEOG 1] 46 ([
2 Al Students Al Studerts 1 22 £
4 Mon Miszouri - US Citizan Mon Miszouri - US Citizan 2 23 i
b3 MO Residerts Mizzouri Residerts 10 17 :
B Mewe Package Esouri Residerts 12 17

1 | W[

Ea Delete
Award Methodologies for Package

Ayyardhethodology Description Prictity At Type TextTerm DistributionD: | TatalFune
1 O State Grant Fall Te

1 [

Ea Delete

Figure 29: Award Methodologies for Package
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Apply Priority Packages to Students

Once packages have been created, the packages can be applied to students.

1. From the CAMS Enterprise Home page click Financial Aid >Packaging
>Prioritized >Package. The Packaging window displays.

‘ﬁ Step-By-Step: Initiate the Prioritized Packaging Process
—
(G- 4

2. Select the appropriate Academic Year and Financial Aid Year, and then
click Find to display any packages already associated with the selected
Academic Year and Financial Year. You must click Find first before
proceeding to the Initiate tab.

Click the Initiate tab. The Initiate Run tab displays.

Right-click in the Selected Packages to Run data grid to view a list of
available packages.

Selected Packages to Run

PackageDescription Priority PackageSelectionCriteria Packagell 4

Q Delete

Only Show Students Without Packages

Q Initiate:

Figure 30: Selected Packages to Run
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5. Double-click a single Package to run, or click Select All to run all packages
associated with this Academic Year and Financial Aid Year.

Available Packages

PackageDescription PackageSelectionCriteria Financialidy |2
il Awarding MO Resident SEOG A, 0 4
2 All Studerts All Studerts 1 i
3 |Mon Missouri - US Ctizan [Mon Missouri - US Citizan 2 e F
4 MO Residerts Mizzouri Residerts 10 &5 1
3 Mewy Package Mis=ouri Residents 12 [t 1
1 o[

m Select Al

Figure 31: Select Available Package

6. If you only want to apply packages to students who have not yet had a

package applied, select the check box nest to Only Show Students Without
Packages.

Click Initiate. The Students to Package tab displays. By default, the students
are listed by Last Names From "A" to Last Name To “Z”.

PackageDescription
Awarding MO Resident SEOG

Q Delete

Only Show Students Without Packages

E Initizte:

Figure 32: Initiate

To work with fewer students, change the Last Name From or the Last Name
To field and then click Find. Once the Last Name From and Last Name To
fields are modified, that criterion persists for the remainder of the process.
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If there are any students that should not receive the package, highlight that

record and then click Delete. This will remove the record from this grid only.

Students To Package

CHelp % Close

Figure 33: Students to Package

- . A A
Academic Year Financial Aid Year -
Last Name From |a Last Name to |z
Order in Which Students to Package Last Name Fromato z

PackageTolpply Laztiame Firztiame MidddleMame StucentiD AlreacdyP
1 arding MO Reside 0
2 Awvarding MO Resident SEOG ik Lauren Cooll 23 ]
3 Swarding MO Residert SEOG |Sharpe [Teri I |#0000001614 |

J | o[

Exceptions

PackageTolpply Lazttame Fir=tiame MidddleMame StucentiD AlreachP
1 arding MO Reside 0 -
2 Lwvarding MO Resident SEQG Aaron Julie B 40011111260 —
3 Aevarding MO Residert SEQG A bbott Jennifer 40011111197
4 Auwvarding MO Resident SEQG Aberdinet Sharon 20011111255
5 Auvarding MO Resident SEQG Apramst Lisa Mary A0011111170
E Awvarding MO Resident SEQG Adams Elizaheth A0011111564
7 Swarding MO Resident SEQG Adams Emily [ A0000053606 o

Ll o[

l ,!’“ Prirt ] [ Get swvard Methodologies ]
w

The data in the lower grid of the Students to Package window displays the list of
Exceptions. These are students who may meet some of the packaging criteria

but not all of it.

10. Click Print to print a list of exceptions.
Exceptions
PackageTolpply LastMame FirstMame MiclclleMame StudentiCr AlreadyP
1 arding MO Reside 0 -
2 Auwvarding MO Residert SEOG Agron Julie B A0011111260 —
i<l Ayvarding MO Resident SEQG Abramst Lisa Mary 40011111170
4 Awearding MO Resident SEOG Adams Elizaheth A0011111:364
&= Mevarding MO Resident SEQG Aodams Ermily K A,0000029606
[=3 Awearding MO Residert SEOG Adams Melindza A0000001249
K Auvarding MO Residert SEOG Alverez Cathy J A0011111286 =
z e z = 3 T
o | [
I < Print I [ Get Awvard Methodologies ]

Figure 34: Print Exceptions
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The list displays. Below is a sample of the Package Exception Report.

10452007 Three Rivers GA

Package Exception Report

Academic Year: 2008-2009 Financial Aid Year: FA03-SP09

Packageto spply: Awarding MO Resident SEOB

Haz packaged awards from
Student

Record  Package OnFinfid Status Ho Primary EFC

Page 1

NoBudget

anotherprogess

DEAMIC K, KRISTEN 40000001409 False True True
Aalbers, Randel R ADD11111129 False True True
Aaron, Julie B ADD 11111260 False True True
Abramst, Lisa Mans AD011111170 False True True
Adams, Elizabeth ADD11111564 False Trus True
Adams, Emily K ADDDD0S9E06 False True True
Adams, Melinda ADODOD01240 False True True
Alverez . Cathy J ADD11111268 False True True
fukamp, Sandy L ADD11111417 False Trus True
Baird, Jackie L ADD11111165 False True True
Barce, Jim J 0011111567 False True True
Barton, Raschell R ADD11111244 False True True
Bauer, Debra F. ADDT1111318 False True True

Figure 35: Sample Package Exception Report

The Exception reason could be any of the following:

False
False
Falee
Falee
Falze
False
False
Falee
Falze
Falze
False
False
False

e Has Packaged Awards from Another Process — Awards exist on
the student’s Financial Aid Maintenance window that were not

packaged using the Prioritized Packaging process.

e Has Status Record — Has no Financial Aid Status record.

e Package on FinAid Status — Already has a Prioritized Package.

e No Primary EFC — The student does not have the Primary Expected

Family Contribution in existing Financial Aid Status.

e No Budget — The student does not have a Budget assigned.

11. Click Get Award Methodologies. The Methodology tab displays the list of

students.

12. If there are any students that should not receive the awards, highlight that
record and click Delete. This will remove the entry from this grid only. Click

Get Awards.
Methodologies T Help # Close
Academic Year Financial Aid Year
Last Name From |a Last Name to |2
Award methodologies to Apply Last Hame Fromato z
PackageToApply Avvardiethodology Lasthame FirstMame 3
q arding MO Reside 0
2 Awvarding MO Residert SEQG MO State Grant Fall Term Cuimky Lauren )
3 Auwvarding MO Resident SEOG MO Stete Grart Fall Term |Sharpe |Terri |
‘ v
Q Delete
et Avwards

Figure 36: Get Awards
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The Awards tab displays the list of awards to apply. The Totals data grid
displays the total amount of the award being applied to all students after
packaging. Use the scroll bar at the data grid to scroll right to see the Total
Fund Available, the Balance Before Packaging, and the Balance After
Packaging. If there are any awards that should not be processed, highlight
that record and click Delete. This will remove the entry from this grid only. If
removing any award from the Awards to Apply data grid, be sure to click
Refresh Totals to see the true amounts being awarded.

Click Print to print a list of all students (with Cost of Attendance, Primary
EFC, and Need), methodologies, awards, and totals assigned. The
Packaging Awards Detail report can be used to verify awards prior to
processing the package.

Note: Before proceeding, use this opportunity to audit your results before processing.
Anything displayed prior to the Process button being clicked can be changed easily
before actual packaging occurs.

15.

16.

Click the Process tab. If there are any locked awards in this Package, a
message will display on the Process tab indicating that there are locked
awards. Click Unlock Awards if you wish to apply the Package to the locked
awards then click Yes on the pop-up to confirm you want to unlock the
awards in this package or click No to keep the awards locked. Locked
awards will not be packaged.

To restrict processing to a specific term or terms, select the term(s) then click
Limit Processing. Limiting terms is useful to prevent re-packaging awards
that have already been accepted by COD.

Lifetime Max
LastName [Firsthame Midoiename [ Studentio |awardTyps  [LiteTimeMes [CurrertLiteTi [ awvar

Limit processing to the following terms | FA-28 l Ea Limit Processing l
FA-14

4D

Locked award records were detected.
Click unlock to unlock the awards.
Unlack Award
If you do not want to change the award it l Ea o AwEres l

then leave them locked.

Figure 37: Process
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17. A dialog box displays indicating that the processing will be limited to the
specified terms. Click Find on the Awards tab if you wish to confirm the term
limitation. Click Get Awards on the Methodology tab to reset the term
limitations.

WBECript: Limit to terrms @

All awards not in the specified terms have been removed from consideration,
MOTE: If wou qo back to the award methodologies tab and click on "Get Swvards'
you rnust re-apply the terrm limit restriction,

Ok

Figure 38: Limit Terms dialog

18. Click the Process button. The Lifetime Max grid displays the Lifetime
maximum of the award each student may receive as determined by their
active ISIR. In order for the Lifetime Max to populate, the ISIR Direct import
must be used — the EDExpress ISIR import does not include this information.

Lifetime Max
Lasthame  [Firstiame  [Migdlename  [Studertip  [awardType  [LifeTimemtae [CurrentLiteTi [ Swar
] [
Address Type -

S =

Limit processing to the following terms | FA-23 El E Lim  Packaging successful,
’ FA-19 2

_= |

Figure 39: Process
19. A Packaging Successful button displays. Click OK.

Note: New awards and awards where the amount has been updated the Financial Aid
Maintenance Student Accepted and Student Accepted Time fields are set to NULL.
This will allow the student to Accept or Decline the changed award from the Student
Portal.

20. After packaging is successful, the Address Type drop-down and Report
button display.

21. Select the Address Type from the drop-down to indicate where the Award
Letter will be sent.
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22. Click Report. Award letters are generated for each student packaged that
has new awards or changes in their packaged awards.

Address Type | Billing v

Figure 40: Report

Below is a sample Awards Letter.

Three Rivers QA

Kim Beckman
Date: 10/6/2007

StudentlD: ADODT1111121

Dear Kim,

Financial aid i a fact of life for most college students. @rants, loans, work programs, and s cholarships help families afford

the investment of 3 college education.
ltis a pleasure for us to assist you with this investment. Listed below are financial aid oppertunities which you qualify for
during the upcomming academic wvear. These are available through federal, state. andfor institutional sources and are based

on expected FULL time attendance as wel as submission of eight semester trans oripts for incomming freshman.

Wou MUST initial either"Accept' or"Deny" and return a copy to res erve funds. Award letters are updated on a relling basi and

may change as awards are added

Term Federal, 5tate, Institutional Aid Status A cept Deny Amount

FA-02 SUPPLEMENTAL A ARDED F3.33333

Total: $3,333.33

STATEMENT OF EDUCATIONAL PURPOSE
I'declare that | will use the listed aid for expenses connected with attendance at Three Rivers QA

Student Signature Date Director's Signature Date

Figure 41: Sample Awards Letter

Page 34 of 121



A

(|

CAMS Enterprise — Financial Aid Processes

Financial Aid awards can be packaged for single students. During the process of
awarding these students through the packaging process, when applying an
award or a sequence a financial aid status record will be created, if none exists. If
a student's financial aid awards are packaged for the year (vs. just a single term)
under a single financial aid status record then all the awards for that package will
display in the student portal under their financial aid section. For example, if a
student was packaged and received an award for $2000 dollars split 50/50 over
FA-10 and SP-11 then when the student goes to the student portal for FA-10
they will see both awards for both terms.

Packaging Single Student

Prior to applying a package, you must have the following items in place:
e Academic Year
e Financial Aid Year
e Packaged Load
e Direct Cost
o Pell Table (Required only if using the Auto Load Pell option)

Award distributions must first be set up on the Setup tab for each award you
wish to package. Awards are then packaged from the Package tab.

Step-By-Step: Apply a Package to a Single Student

1. From CAMS Enterprise Home page, click Financial Aid >Packaging
>Single. The Single Packaging window opens to the Setup tab.

. u Setup — Package

Setup Help ¥ cancel

Packaging Criteria
Academic Year 2010-2011 =  Financial Aid Year FA10-5P11 -
Package as Load Full Time - Direct Cost Default -
Update Existing Status Records [

Distribution for Award Type PELL -
DistributionPercentag
012:00:00 am 50
142572011 12:00:00 am |50

InzertTime
11271

127201 1:3512

InzetUserlD
DEMNISWY

m

[
pm

l Q Delete l ,;. Load From Calendar ‘

Figure 42: Financial Aid Single Package Setup

2. Select the appropriate Academic and Financial Aid Year. These are
defined in Financial Aid >Setup >Yearly Setup.
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Select the appropriate Packaged as Load amount. The Pell monetary
amount awarded to the student varies depending on Packaged Load. For
instance, a student packaged with Full Time may receive $1500, and a
student packaged with Half Time may receive $750. CAMS also compares
the Packaged Load amount with the Student Load field in the Student Status
window which reflects actual number of credits for which the student is
registered. If this amount is not the same, it will display when you generate
the Status Exception Report in Financial Aid >Reports >BYOR.

Select the appropriate Direct Cost. Direct costs reflect the average amount
that a student in a specified program may be charged. These are defined in
Financial Aid >Setup >Yearly Setup >Budget Costs.

Place a check in the box next to Update Existing Status Records in order
to have CAMS apply the status changes to any existing status records.

Select the type of award you are going to package from the Distribution for
Award Type drop-down.

Click Load From Calendar to load the distribution terms and dates that have
been set up in Yearly setup for the selected Academic Year and Financial
Aid Year.

Double-click a distribution row in the grid to modify or right-click in the grid to
manually add a distribution.

Highlight a row in the grid and click Delete to remove a distribution.

Note: The first time an award is selected for Academic Year and Financial Aid Year the
distribution grid will be blank. Any distributions set up for an award will be retained and
displayed each subsequent time the award is selected for that Academic Year / Financial
Aid Year.

10. Click the Package tab. The selections made on the Setup tab display at the

top.

Direct Update Existing
Cost: Detault Status Records:

Academic

2010-2011 Financial Aid
“ear.

FA10-8P11 FEHETIDER
ear,

aeg] Full Time

Student: 2

Add Option:  Award Type -

Award Type: UNSUB ~ Total Amount: §2,500.00

Packaged Awards

EstimatedAmount
$1,244.00

Descrigtion
=N FA=10 9/30/2010 12:00:00 am_ UNSUB IN PROGRESS I\r ul r--:ler\ n 50.00
-
tFaderal s $1 250.00
IN PROGRESS \Subsmzeu Federal Staf|$1,000.00

Ea Delete

Figure 43: Financial Aid Single Package

11. Click the lookup icon to select a student. Any awards already existing for the

Academic Year / Financial Aid Year will display in the Packaged Awards
grid.
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In the Add Option drop-down select Award Type to package a single
award, Award Sequence to package any award sequences set up for the
selected Direct Cost, or Pell if you want CAMS to automatically load Pell
awards.

Select the Award Type. The Award Type must have the distributions set up
on the Setup tab. A pop-up message will display if the distributions have not
yet been set up.

Click Add to add the award to the Packaged Awards grid.

Highlight a row in the grid and click Delete to remove the Packaged Award.
Double-click a row in the grid to modify an award. Existing awards can be
deleted or modified from the grid if the award isn’t locked and the user
permissions allow the deletion of awards in Financial Aid Maintenance.
Deleting an existing award will either delete the award from the students
Financial Aid Maintenance record or zero it out as applicable.

Click Process to add the package to the student. If a financial status record
exists for the student in the Academic and Financial Years defined in this
form, CAMS associates the awards with the existing financial status record. If
a status record does not exist, CAMS will create a Financial Status record
when packaging a single Award Type or an Award Sequence. The Financial
Status record for a student must already exist with the Primary EFC,
Packaged for Load, and Default Cost Type populated in order to package
Pell.

Note: For those Awards that do not need to be applied according to a distribution calendar
across multiple terms, it is most efficient to add them in Financial Aid >Maintenance
>Awards tab.
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Quick Awards

Use the Quick Awards window to add awards, transfer them, and run reports
without having to exit the window. This feature combines the Maintenance,
Transfer, and Reports functions. However, these tasks may also still be
performed in their individual windows as well.

Note: Awards added from Quick Awards cannot be packaged to an Academic Year and
: }:5‘) Financial Aid Year.
i \'\-_

‘f"W AoRepors . W 7i

Student Financial Aid Awards @Save [@Help % Cancel

Term DistributionDs | AwardType AwvardStatus | Amount Dist. Amount | Orig. Amourt  |C

il Fall 2008 ADDIDROP-F $0.00 $0.00 $0.00

] SP-06 09/17,2001 SUPPLEMENTAI|IN PROGRESS $0.00 $0.00 $0.00 |F

3|SP-06 09/17/2001 STAFFORD IN PROGRESS $0.00 $0.00 $0.00 |F

+] SP-06 094172001 PLUS IN PROGRESS $0.00 $0.00 $1,000.00 |F

] SP-06 09/17/2001 PLUS IN PROGRESS $0.00 $0.00 $0.00 |F

5] Fall of 2005 041052002 FPELL APPROVED $5,000.00 $5,000.00 $5,000.00

] 01012001 SUPPLEMENTAI|IN PROGRESS $300.00 $285.00 $300.00 |F

8 01012001 STAFFORD IN PROGRESS $2,000.00 $1,800.00 $2,000.00 |F

A Llﬂ

Figure 44: Quick Awards window
For instructions on adding or maintaining awards, see the Maintaining Financial
Awards section of this document.

For instructions on transferring awards, see the Transferring Financial Awards
section of this document.
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The Financial Aid Maintenance window provides the following forms used to
maintain students' financial aid records:

Financial Status

Holds Financial Aid Status information including package status, budgeted cost
of attendance, EFC data, etc. Common Origination and Disbursement (COD)
Entrance/Exit Counseling, Master Promissory Note, Credit/PLUS Application
Information, and Award Usage Limits are also displayed here. It is crucial that the
Status information be complete to use the automatic processes.

Financial ISIR

The ISIR tab provides a location to store Institutional Student Information
Records that include information on income, allowances, contributions, etc. ISIR
records are typically imported through Tools >Import >Financial Aid >ISIR Direct,
but may be manually entered and/or maintained, such as locking the active ISIR
record.

Financial Awards

Student Awards are maintained in the Financial Awards tab. Awards packaged
through Priority Packaging, Single Student Packaging, Quick Awards, and any
awards from another source are stored in this location. Awards can also be
manually assigned from this tab. All of the information that is displayed during
COD Import and Export for Loans, Awards, and Disbursements can be viewed
here in an historical view.

Financial Documents

Used to track documents (applications, financial records, etc.) needed by your
department. To access the Documents tab, first select the appropriate academic
year and financial aid year on the Financial Status tab, then click the Documents
tab. For more detailed information on document tracking, please refer to the
Document Tracking manual.

More tab

Provides links to view a student's academic progress, demographic, billing, and
address information without having to exit the Financial Aid Student Maintenance
window. You can also generate reports and emails from this tab. From the
Financial Aid Student Maintenance window, click the More tab to view the
following options:

e Academic Progress — Displays Credit and Transcript completion rates.
The Credit columns include all registered courses that have a Show on
Transcript value of Yes, regardless of grade. The Transcript columns
looks at only those graded courses that affect transcript attempted hours
where Show on Transcript = Yes. View only.

e Billing — Displays Term, TransDoc, Financial Aid (Yes or No), Debits,
Credits, and Balance. View only.

e Report — Allows you to generate the following reports: Award Letters,
Award Ledger, and Academic Progress.

e Address - Displays Home, Local, and Billing addresses.
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e Email — Opens a blank email form.

e User Defined Fields — In addition to the data fields already available,
CAMS provides these fields to capture other data about students. The
labels to these fields are configured according to your institution within
the CAMS Manager module.

Note: The Automation button on the Financial Status window allows certain functions to
be automated for a single student, however, Priority Packaging is much more efficient. For
instructions on using the Automation button, refer to the Financial Aid Maintenance Online
Help file.

Assigning Financial Aid Status

A student is assigned a financial aid status for each academic and financial aid
year. Financial aid years reflect the student’s period of enroliment, therefore
multiple financial aid years may be applied to each academic year. Typically, a
Financial Aid Status record is automatically created during the ISIR import
process. It is possible, however, to manually add a Financial Status record if ISIR
records are not being imported into CAMS.

Step-By-Step: Assign Financial Aid Status

1. From CAMS Enterprise Home page, click Financial Aid >Maintenance to
open the Status list.

2. Select the appropriate Academic Year from the drop-down list. Statuses for
each financial aid year display. If no Financial Aid has yet been awarded to
this particular student, the Academic Year default “All” is the only possible
choice.

Note: If no Financial Aid has yet been awarded to this particular student, the Academic
Year default “All” is the only possible choice.

Financial Status @ save  [@Help 3% Cancel

Academic Year: | All v

PackagedFor |DirectCostType  |PackageStatus  |COA Remaininglle [ Need VerifyCode | PackageAw: | Priman
e Defa 000.00 53,000.00 000.00 000.00

FinAid Year

,-; Automation

« View MPN - View Enfrance/Exit Counseling - View Credit/PLUS App Info — Award Usage Limits

Student MPN

o] OwnerlID MPNindicator | MPNID

MPNStatusCc | MPNLinkindic  |MPNExpDate | CODAwardT |InsertUseriD InsertTime u
1/23/2015 12.01 DLSubsidized  DENNISW

1/23/2014 3.50:

Figure 45: Status List window
3. Right-click to add a new status, or double left-click to open an existing status.

The Financial Aid Status Detail form appears. Enter values into the
following fields as appropriate.
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Financial Aid Status Detail B

— Fi

ial Aid Status

Academic Year. Financial Aid Year: 2013-2014 -
Package Status: Pending Approval - Direct Cost Type: v
Primary EFC: § ’7000 Secondary EFC: § '7000
% Primary EFC for Remaining Need: 100 AtPrimaryEFC: 5[ 000

Dependent Status: Independent -

Prev Bachelors Degree: Mo -

Initial Package Dt: E|
FISAP Total Income: § 0.00

Verification

Auto Zero EFC: Mo -
Lock Packaging [] Documents Complete: Mo -

Enrolled Grad/Prof: Yes -

Last Package Date: E'

Packaged for Load: Full Time -

Verification

Status: - Resolved []

Verification Pell Lifeti
Tracking Standard Verification Group - e If_i:rl:i: High Pell percent -
Remainin Need Updated
Total Costs: § g 5 on Add/Update
Meed: 0
nly
l Update l g Delete l Page 2 l l m Cancel

« View/Hide Costs .~ View/Hide COD Extras

Figure 46: Financial Aid Status Detail window

The Academic Year and Financial Aid Year display, unless "All" was

selected. In this case, you will need to select the appropriate Academic Year
and Financial Aid Year from the drop-down list. The Package Status is used
to determine where the package is in the institutional financial aid packaging

process.

The Financial Aid Year can be changed for existing records if no awards

have been added. The Financial Aid Year selected will set the Alt Primary ##
Months field on the ISIR tab as is set in Financial Aid >Setup >Yearly Setup.

Select the Direct Cost Type. The budgeted Cost of Attendance (COA) for

this direct cost type appears in the Cost of Attendance data grid. Click the
View/Hide Costs to display the grid, and to modify or add COA values to the
list. The total COA is calculated from the itemized list and displays in the

Total field.

Note: Direct Cost Type must be populated in order to apply awards during the Priority
Packaging Process and calculate PELL amounts during any automated PELL process.

 View/Hide Costs - View/Hide COD Extras

Cost of Attendance

CostLabel CostAmount InsertUseriD InserTime UpdateUserll |UpdateTime
1 Books and Sup A00.00 NULL] [NULL]
2 Dependent Car 400.00 [NULL] [MULL]
3 Tuition and Fee:|  20,000.00 | [muLL [ [MuLL |

Figure 47: Cost of Attendance
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7. Enter the Primary EFC (Expected Family Contribution). Primary EFC must
be populated in order to apply Priority Packages or automated Pell
processing. This is used only for calculation of Pell.

Note: Primary EFC must be populated in order to apply automated Pell processing.

8. The Secondary EFC is used to track additional student income not included
in the Primary or Alt Primary EFC amounts. This is for reference only and is
not used in packaging calculations.

9. Enter the Alt Primary EFC which is used to calculate need.
(Need = COA - Alt Primary EFC).

Note: Alt Primary EFC is required for Priority Package processing and is defined as an
EFC amount for a Financial Aid Year where the length is NOT 9 months.

10. The default (100%) % for Primary EFC for Remaining Need field may be
changed, which allows you to enter a percentage of the student's primary
EFC contribution for remaining need calculations, so that remaining need can
be adjusted based on this amount. For example, if a student has a total cost
of attendance for $5000, and the primary EFC contribution = $1000,
remaining need would be $4000 before any awards were added. If the % for
Primary EFC for Remaining Need field is populated with 50%, then the
remaining need prior to adding awards would equal $4500.

11. The Dependent (or Independent) financial status indicates whether
students are financially dependent upon their parents, or if they are
financially self-supporting. Other values include Dependent Rej (Dependent
rejected), Independent Rej (Independent rejected), and Unknown.

12. Select Yes or No to indicate whether the Auto Zero EFC is effective.

13. Click Lock Packaging if awards have been packaged and should not be re-
packaged during the Priority Packaging Process.

14. Select Yes or No to indicate whether the student has all Documents
Complete. This can later be used as criteria for selecting awards to transfer
to Billing.

15. Select Yes or No to indicate whether the student has a previous (Prev)
Bachelor’s Degree.

16. Select Yes or No to indicate whether the student has enrolled in a graduate
or professional degree program (Enrolled Grad/Prof).

17. If using Priority Packaging, the Initial Package Date is automatically
populated. If not, select the date from the calendar.

18. If using Priority Packaging, the Last Package Date (most recent) is
automatically populated, or select the date from the calendar.

19. Enter the FISAP (Fiscal Operations Report and Application to Participate)
Total Income dollar amount.
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20. Select the appropriate Packaged for Load amount, such as Full-Time, Part-
Time, etc. Packaged for Load amount must be populated in order to apply
Priority Packages, automated Pell processing, and to load award sequences.

Note: During COD Export, if a student does not have a Registration Status Student Load
value for one of the terms in the Financial Aid Year, COD Export will look to the Student's
Packaged for Load value on the Financial Aid Maintenance Status for the COD Enrollment
Status value. For example, if the Financial Aid Year contains Fall of 2014 and Spring of
2015 and students are only registered for Fall, Spring COD Enrollment Status will be
pulled from this value.

21. Key the Verification Code (Y=Yes or N=No).

22. Select the appropriate Verification Status from the following list: Selected
but not verified, Verified, or Without documentation.

23. If the Verification Code requires a resolution, and has been resolved, click
the Resolved checkbox.

24. Key verification resolution notes into the Note field.

25. The Verification Tracking Flag value is populated via the ISIR record upon
import. This value identifies the applicable verification group for a record.

26. The Pell Lifetime Limit value is populated via the ISIR record upon import.
This value indicates the status of the student’s Pell Lifetime Limit.

27. Click View/Hide COD Extras to view the ACG Eligibility Payment Reason,
Rigorous Highschool Program Code, Student Default Overpay Code, and
Borrower (Plus) Default Overpay Code. This data is imported during the ISIR
Direct Import for all new Status records and for existing status records where
the option Update Existing Status Records with ISIR Data has been selected
during the ISIR import.

-« View/Hide Costs - View/Hide COD Extras
COD Extras

ACG Eligibility Rigorous
Payment - Highschool
Reason Program Code
Student Default No . Borrower (Plus) Default Overpay No .
Overpay Code Code

Figure 48: COD Extras

28. If the student is applying for a PLUS or Alternative Loan, typically the student
is not the Borrower, although PLUS borrowers may also be students.
Contacts are used to define the non-student borrower (often this will be a
parent). If the borrower is a non-student, COD integration requires that non-
student borrower information is included in the COD Export file. COD
requires the Borrower SSN number, (Tax ID number in the Contact record),
the Birth Date (Birth Date field in the Contact record), and Country of
Citizenship.
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29. To add a non-student borrower, click Page 2 to open the Borrower

Information detail form. Use the Search icon located next to Default
Borrower for Student to display a current list of contacts for the student. If
the Borrower does not display, the Contact record must first be added
through Admissions >Student >Change Student >More tab >Contact
button. Otherwise, double-click to add the default borrower to the record. The
Borrower Per Award Type data grid must be populated with Award Type
and Borrower for Student ONLY where the Borrower for an award is not the
default borrower. This associates the borrower with the correct award for the
COD Export file. Click Add to add the borrower information, or Cancel to exit
without saving. Borrowers may be copied from one Financial Aid Year to the
next. Use the Copy button to choose the Financial Aid year to which you wish
to copy the borrower. Click Update to add the borrower to the financial aid
status record or Cancel to exit without saving.

Financial Aid Status Detail 7]

Borrower Information

Default Borrower for Student | @ Ea Remave

< View MPHEntrance Counseling
MPHN data for Default Borrower

1 ] -
2 a —
3 1]
4 a -
Ea Delete
Borrower Per Award Type
AveardType Borrower |AwardTypeI[ BorrowerlD FinancialStah, | Studentl
1 v

Financial fid Year FA10/SP11 - ,:_;- Copy

Figure 49: Financial Aid Status Detail Page 2 — Borrower Information

Before DL Plus awards can be exported to COD, one of the following conditions
must exist:

e The Student’s Financial Aid Status record must have a Default
Borrower and the Default Borrower must have an MPN record linked to
the DLPLUS COD Award Type, or...

e The Student’s Financial Aid Status record must have a Borrower Per
Award Type and the Student must have an MPN linked to DLPLUS
COD Award Type, or...

e If neither a Default Borrower or Borrower Per Award Type exist (in the
situation where the student is the PLUS borrower) the Student must have
an MPN record linked to DLPLUS COD Award Type and an Entrance
Counseling record.
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COD Information

The COD section on the Status tab contains the student’'s COD Entrance/Exit
Counseling, Master Promissory Note, Credit/PLUS Application, and Award
Usage Limits information which are populated during the COD Import. Entrance
Counseling and Master Promissory Note information must be completed before
loans can be exported to COD. This area allows you to verify that the data has
been completed by the student. This data is populated by the COD import
process, however if necessary, records can be added, deleted, or modified here.

Step-By-Step: View Entrance/Exit Counseling, MPN, PLUS
App Info, or Award Usage Limits

1. From the CAMS Enterprise Home page, click Financial Aid
>Maintenance.

2. Inthe COD section of the Status tab, click View MPN, View Entrance/Exit
Counseling, View Credit/PLUS App Info or Award Usage Limits to toggle
between these grids.

3. Double-click an entry in the grid to view the detail of the imported data or
right-click to manually add an entry.
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Once financial aid has been awarded to students, you can create award letters.
This is a reporting function. Awards Letters can be generated for a single student
or multiple students.

Note: Academic Year and Financial Aid Year criteria are used for Standard by Package
and Columns by Package reports. These reports will print the entire package for the
student(s). Award Term From and Award Term To criteria are used for the Standard by
Award report and may be defined further by distribution dates.

Step-By-Step: Generate an Award Letter for a Single
Student

1. From the CAMS Enterprise Home page, click Financial Aid >Report
>Award Letters. Award Letters can be generated for one student or multiple

students.

7 7 7
' w Award Criteria Y _ Multi Students ¥ _Student Status ¥ - Reports
Financial Award Letter Criteria @ Help o Reset

NOTE: For "Packaging” reports, Academic Year and Financial Aid Year must be set
on the Award Criteria tab. These reports will print the entire package for student(s).
"Standard by Award" reports must use Award Term From and Award Term To criteria
and may be defined further by distribution dates.

Report Format: =l

Figure 50: Financial Award Letter Criteria

2. Select the Report Format. For "Packaging" reports, Academic Year and
Financial Aid Year must be set on the Award Criteria tab. These reports will
print the entire package for student(s). "Standard by Award" reports must use
Award Term From and Award Term To criteria and may be defined further
by distribution dates.

3. Define either the Academic Year and Financial Aid Year OR Award Term
From and Award Term To fields for the report type selected. Non-selectable
fields will be grayed out and unavailable.
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4. In the Student Selection field, click Single.

- - o
' < Award Criteria N - Multi Students v - Student Status ¥ -/Repons

Financial Award Letter Criteria [ Help . Reset

NOTE: For "Packaging” reports, Academic Year and Financial Aid Year must be set
on the Award Criteria tab. These reports will print the entire package for student(s).
"Standard by Award" reports must use Award Term From and Award Term To criteria
and may be defined further by distribution dates.

Report Format: | Standard by Award (OC) x|

Financial Award Entry

Academic Year: || Financial Aid Year:l;[

OR

Award Term From: | FA-09 'l Award Term To: | FA-09 'l
Student Selection: I Single 'l

Student ID:

Student Name: |\

Award Distribution Date From: I E| Award Distribution Date To: E|

Figure 51: Award Letters for Single Student

5. Click the select student icon to access the Select Student window.

Search for the appropriate student. When the student is located in the list,
double-click to select. That student’s ID and name display on the form.

7. Onthe Reports tab select the Address Type.

8. Click Print to generate the letter, which will display in your report viewer.
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Step-By-Step: Generate Award Letters for Multiple
Students

1.

3.

Select the Report Format. For "Packaging” reports, Academic Year and
Financial Aid Year must be set on the Award Criteria tab. These reports will
print the entire package for student(s). "Standard by Award" reports must use
Award Term From and Award Term To criteria and may be defined further
by distribution dates.

Define either the Academic Year and Financial Aid Year OR Award Term
From and Award Term To fields for the report type selected. Non-selectable
fields will be grayed out and unavailable.

In the Student Selection field, click Multiple.

-~ o —~a -
' - Bward Criteria Y _ Multi Students ¥ L Student Status ¥ -+Reports “

Financial Award Letter Criteria ) Help o Reset

NOTE: For "Packaging" reports, Academic Year and Financial Aid Year must be set
on the Award Criteria tab. These reports will print the entire package for student(s).
"Standard by Award" reports must use Award Term From and Award Term To criteria
and may be defined further by distribution dates.

Report Format: |Standard by Package (DC}j

rFinancial Award Entry

Academic Year: |2009—201U - FiﬂanciaIAidYear:IFADQ!SPW 'I

OR
Award Term From: Iﬁ Award Term To: Iﬁ
Student Selection:
Award Distribution Date From: l— E| Award Distribution Date To: l— E|

—Multi-SSN Select Options
Student SSN: I Add | SN List:
Clear | Remove |

Figure 52: Award Letters for Multiple Students

Multiple students can be selected using their SSN. Up to 100 student SSNs
may be entered.

Enter in a student’s SSN and click Add. The SSN is added to the SSN List
field. Enter additional SSNs as needed. If an SSN is entered incorrectly
highlight the entry and click Remove. Click Clear to clear all SSNs from the
list.

You can further narrow the report output (award letters) by selecting criteria
from the Multi-Students tab, such as Award Selections, Award Category, and
Package information.

It's then possible to narrow the output even farther by selecting criteria from
the Student Status tab.

Once all criteria have been selected, click the Reports tab; select the
Address Type.

Click Print to generate the letters, which will display in your report viewer.
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Once financial aid awards have been assigned to students, they are considered
Pending by CAMS until they have been funded and transferred to Billing, at
which point the aid is considered a credit to the student.

Institutions may request funds from myriad sources, including State and Federal
funding. While State funding varies greatly from state to state, Federal funding is
the same for any institution participating in Federal Aid Programs. CAMS
integrates with the Federal COD program.

Common Origination and Disbursement (COD)

Federal Grants and Loans are processed through Common Origination and
Disbursement (COD) where federal aid originated from institutions is exchanged
via XML files. Federal awards are exported from CAMS into COD via the
institution’s Student Aid Internet Gateway (SAIG) mailbox. Response files,
including award disbursement amounts, are created by COD and are made
available to institutions through SAIG.

Federal Loans include Stafford Subsidized, Stafford Unsubsidized, PLUS,
Alternative, and Perkins. Federal Grants include PELL, ACG, SEOG, SMART,
and TEACH.

There is some setup required for CAMS to produce the XML files that are
exported to and imported from COD. This information is located in the Financial
Aid Setup PDF document.

Any method of packaging can be used in conjunction with the COD functionality.
When awards are first applied to students, a flag is set that indicates these
awards should be included in the Export file. Once exported, all awards in the
export can be updated to unmark them from inclusion. Only if an award that has
been already included in a COD export file is changed will the include flag be set
again, so that the updated award amount can be sent to COD.
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COD Export

[l

Step-By-Step: Export Awards to COD

1. From the CAMS Enterprise Home page click Tools >Export >Financial
Aid >COD Export. The COD Export window displays.

Criteria [Z) Help 3 Cance
COD Setup
|- Routing 1D |00123456 Address Type IHnme v
~ COD Export Criteria
Academic l—_l Financial Aid
Year 2050-2051 | Year(s) ’7
Program Year | 2017 % | Schema Version |4.0b| %
Destination [COD v D;;;'t':z;‘ig 00000001
Destination ’7 Disbursement ,7
Mailbox TG71900 Date From =
Single Disbursement —
Student ID ‘ ﬂﬂ} @ Date To El
Documents
Re "::tse‘rzs Orficial Mustbe O ves ® No
g Unofficial Complete
Disbursement
Include
Header/Footer IHR;LE;?]? [] process Zero Amounts [ |
Limitto {55 4 " Award Status | APPROVED
Award Types AAA D v AR
Limit te First Term ~
SUM-16 15T TIME FRESHMAN
Terms |q1117 v Freshmen | 5\ wiITHDREW v
First Term ~
Grad 13T TIME FRESHMAN
ZND WITHDREW v

Student Must 0
Accept Award

|— Updates to COD Award on Export

Disbursement Date [5 Match Academic Year Dates to Financial Aid Year Dates O

,;- Initiate

Figure 53: COD Export window

2. Inthe COD setup box, enter your institution’s assigned Routing ID (COD
Entity ID), and student Address Type to be used in the export file.

Note: The Campus Code, Direct Loans, OPEID (Teach), and Perking fields must be

- f.}:' populated for each campus in the Campuses reference table located in CAMS Manager
k M >Lookup Table Options >Table Maintenance to complete your Enrollment School Code (8-
s digit OPE ID) in the COD Export.

The COD Export will set the CampuslID field on the Financial CODHeader during an
origination to that of the latest status record in the Financial Aid Year.

3. Inthe COD Export Criteria box, select the Academic Year and Financial

Aid Year(s). You may select multiple Financial Aid Years in order to export
all awards for an Academic Year in one export.
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Select the Program Year. COD designates the Program Year as the latest
year in the Academic Year. For example, if the Academic Year is 2010-2011,
the Program Year is 2011.

Select the Schema Version to use for this export. The drop-down defaults to
the newest Schema. Refer to the COD Technical Reference for the Schema
to use for your export.

If the awards have been previously exported using a different Program Year
than the one selected, a consistency check pop-up will display indicating a
previous export has been done using a different Program Year. See the
COD Export Consistency Check for important details later in this
document.

6.

10.

11.

12.

13.

The Destination should be set to COD and the Destination Routing ID is
00000001, and the Destination Mailbox is TG71900. These values are the
same for all schools and will not need to be set more than once.

To select a single Student for the current COD Export, click the lookup icon
next to Single Student ID to open a find window. Locate and double-click
the student you wish to export. To clear the selected student from this field,
click the clear icon to remove the name from the field.

To restrict the current export to specific disbursement dates, enter those
dates in the Disbursement Date From and/or Disbursement Date To
fields.

To specify that the students in the current export must be registered in Terms
that are setup in the Academic Year/Financial Aid Year selected, select
“Official”’, “Unofficial”, or both in the Must be Registered selection box. To
further specify a specific Term or Terms where the student(s) must be
registered, select the Term(s) in the Limit to Terms selection box.

To restrict the export to students who must have Financial Aid Document
Tracking documents (that are linked to the Academic Year/Financial Aid Year
selected) complete, select “Yes” next to Documents Must be Complete.
Upon selecting “Yes”, additional criteria, Inc. Students w/No Docs, displays
allowing you to choose to include students without any Document Tracking
documents for the Academic Year/Financial Aid Year. Select “Yes” to include
these students or “No” to not include these students in the current COD
Export.

Check the Disbursement Release Indicator if requesting funds from this
export file (origination must have already been performed). Typically used
with Limit to Terms in order to request funds for one Term’s distribution.
This must be checked in order to send zero amount awards; for example,
student awards whose COD disbursements have been exported but the
awards were zeroed out because the student did not attend. Zero amount
awards are always processed when this box is checked.

Check Process Zero Amounts when originating awards that have already
been originated, funds have not been requested (Disbursement Release
Indicator has NOT been checked in a previous export), and the award has a
zero amount. For example: an award that has been originated but the
student did not attend and the award has been changed to a zero amount.
This check box is not available if Disbursement Release Indicator is checked.

Include Header/Footer is unchecked by default because the header and
footer is not required when submitting the export file through your SAIG
mailbox.
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14. Select awards to include in the export file by clicking the awards in the Limit
to Award Types list. Press Ctrl on your keyboard while clicking to select
more than one award type at a time.

15. Limit the awards that are set to a specific Award Status as necessary. For
example, you may not wish to include any awards with a status of “Declined”.
Use with Limit to Award Types in order to send only the desired awards to
COD.

16. Select a term (or terms) in Limit to Terms to export for specific terms.
Typically used with Disbursement Release Indicator to request funds for
one Term’s distribution. Additionally, students must be registered either
Unofficially or Officially in the selected Terms if one or both of those
selections are made in the Must be Registered criteria above.

17. Select the First Term Freshman entry (or entries) to indicate which
Enroliment Status(es) are used to indicate a student is a First Term
Freshman that has never attended college before.

18. Select the First Term Grad entry (or entries) to indicate which Enrollment
Status(es) are used to indicate a student is a First Term
Graduate/Professional.

Note: In determining First Term Freshman and First Term Grad, CAMS will check the
latest Registration Status records Enrollment Status field within the Financial Aid Year for
the student. If the student does not have one of the Enrollment Statuses selected above,
CAMS will check the College Level on that Registration Status record, then use the
COD Student Level Code that is set for that College Level in the reference Lookup table.
The Student MUST have a Registration Status record that falls within the Financial Aid
Year.

19. Check Student Must Accept Award to export only awards that have the
Student Accepted field set to Yes in Financial Aid Maintenance.

20. Enter a Disbursement Date if you wish to have all awards contain the same
date when sent to COD. This will not change the disbursement date on the
award in CAMS. The Disbursement Date can be used to facilitate early Pell
disbursements and should not be used for origination exports.

21. Select Match Academic Year Dates to Financial Aid Year Dates if you
need to set Academic Year Dates in the COD export to the same dates set
for the Financial Aid Year Dates in Financial Aid >Setup >Yearly Setup for
each Financial Aid Year selected to export. Any awards exported will have
the Academic Year Dates set to match the Financial Aid Year Dates linked to
those awards in the COD export file regardless of the dates set in Yearly
Setup.

22. Click Initiate to find all new or changed awards, which display in the Awards
tab. The data grid displays 200 rows per page; if your awards to be exported
exceed 200, click Next to go to the next page of the grid.
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To remove any Award row(s) for this COD Export highlight the row, then
press the Delete key on your keyboard. This action only removes the rows
from the current COD Export and does not delete any records from CAMS.

Note: When over 200 rows display, removing a row on a page will not automatically shift
the remaining rows from the next page onto the current page. Click the Initiate button on
the Criteria to refresh the data.

24,

Awards to be Exported

:; prev |1 M : Next
Lastame Firsthame WiddisName CODAwardType AwardType Academicye
2014-2015 |
Murphy Walanie DLSubsi COD (DL) 2014-2015
Murphy Wartine oL |cop (oL} 2014-2015
Murphy Marting: DL COD (DL) 20142015
Murphy Wartine Pel PELL 2014-2015
Murphy Wartine pel [PELL 2014-2015
urphy Michael L |cop (L) 2015
urphy Wichael LSubsk COD (OL) 2015
urphy Wichael zl PELL 2015
urphy Michael el |PELL 2015
0 _>|J
Student Name [iurphy, Malanie - COD (DL) 2/4/2014

MNOTE: You can remove awards from this COD Export by selecting the record you wish to remove then press the delete button on your keyboard. You can also
manually change the Di Number and Di: quence Number in the above grid by double-clicking that cell in each row you wish to change.
However this should only be done if you started using CAMS COD Export in the middle of an award year and need to make the data work with awards you may
already have at COD. Once the disbursement number has been changed you must maintain it for any disbursements by the same student that are not shown. The
first disbursement indicator column will be adjusted if necessary when you leave this tab.

Figure 54: Awards tab

The Disbursement Number and Disbursement Sequence Number can be
changed if necessary for each award in the grid. This should ONLY be done
if you began using the CAMS COD Export mid-award year and you need to
change the sequence numbers to allow your export to work with awards that
you already have at COD using another system at the beginning of the award
year. Double-click that cell in each row you wish to change then manually
type the sequence number or use the arrows in the cell to increment the
number. Rows with invalid Disbursement Numbers are colored teal.

T Green |Jerome DLUnsubsidized J

g Green |Jer0me DLUnsubsidized

9 Green Mary DLSubsidized

10 Green Idary DLSubsidized

11 Green Mary DLUnsubsidized

] Craan LY. Ml nsbsidirad -
a7 ’ !J

Figure 55: Incorrect Disbursement Numbers
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25. Click the Loan Info tab view Direct Loan Information and Status Data for
COD Awards. These data grids contain verification information that can later
be used if the XML validation fails. It will help determine where information
may be missing, etc. Use the scroll bars at the bottom of each data grid to
see more information. The data grids display 200 rows per page; if your
loans or COD awards exceed 200, click Next to go to the next page of the
grid.

Loan Information =) Help % Cancel

Direct Loan Information
E Prey |1 M Q et

Lasttams Firstiame Midcllrame CODAwardType
(I Gre: |
2 Green Hairrigt DLUnsubsidized
3 Green Jerome DL Subsidized
4 Green Jerome DLUnsubsidized
3 Green Mary DL Subsidized
[ Green |Eary DLUnsubsidized

-
N ’
Status Data for COD Awards
Q Prey |1 M g Mext

Lastiame Firsthame MiddleMame CODAwardType
(I re- |
2 Green Harrigt DLUn=ubsidized
3 Green Janet DLPLUS
4 Green Jerome DLSubsidized
] Green Jerome DLUnzubsidized
-1 Green Mary DLSubsidized
7 Green Mary DLUnzubsidized
g Green Mike DLSubsidized

EIl JJ

Figure 56: Loan Info tab
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Click the Summary tab view Reported Financial Summary Information, which
displays totals for each award type included in the export file.

Reported Financial Summary Information
Totalcount TotalReporte:
DLSubsidized 4 5 1,00

2 DLURsubsidize: |3 $1:5,250.00
3 Pell |4 |$8,535.00 |$8,535.00 [22 |2,011 |66

CODSummar

Figure 57: Summary tab

Click the COD Exp tab. Enter the File Name, then click Validate/Build XML.
CAMS will verify all required information for submittal to COD is included on
each record in the export file. If there is any missing information, a report
displays with corrections that need to be made. The export file will be created
once all corrections are made. The export file will be saved to the Document
Directory defined in your CAMS User Profile. Navigate to this directory to
upload the file to COD via your SAIG mailbox.

Note: The COD Export file is formatted in XML format for the Schema Version selected on
the Criteria tab. Although the file is formatted in XML format, if you do not use a file
extension of “.xml”, the file will be given a “.txt” extension upon exporting. You may either
include a file extension of “.xml” or rename the file with the “.xml” extension after
exporting.

28.

When validating/building the COD export, CAMS looks to the award record to
determine the campus value to report to COD. If a campus value is not
populated on the award, CAMS looks to the student status record for the
associated term to retrieve the campus value. If an associated student status
record does not exist, CAMS looks to the most recent student status record
to retrieve the campus value. If there are award records that do not have a
campus value, click Update Awards to populate the award record with the
derived campus value that was reported to COD.

File Hame [test

f;‘ Validate/Build XML

There were 2 records where the campus information did not reside on the award record.
Click the Update Awards button below to record the campus information on the award records.

g Update Awards

Figure 58: COD Export
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Step-By-Step: COD Export Consistency Check

CAMS performs a consistency check upon clicking the Initiate button on the COD
Export. If a previous export has been done for a Program Year other than the
Program Year selected a pop-up will display alerting the user. You may either
cancel the initiation and select a different Program Year or, if necessary, force a
change to the Program Year. This functionality is useful if an incorrect Program
Year was selected for the previous export.

1. If a Program Year is selected for awards that have been previously exported
using a different Program Year, a pop-up displays.

WEBScript: Build COD Data for Export 3

Frograrm Year selected an the Criteria tab does not agree with the previously
expotbed COD award identifiers for Program Year 2011, There are 20 awards in this
exportwith 2011 as the Program Year,

For exarnple, the first COD award identifier in this group, 2 : T !
belongs to student Green, Jerome

014

Figure 59: COD Export Consistency Check message

2. Note the previous exports Program Year. The first COD award identifier and
student are indicated as an example.
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3. Click OK; a pop-up displays indicating a Program Year conflicts with the year
selected.

WBScript: Question: (step 1) 3

f - 1 There is ayear conflict between the Program Year 2012 entered in the
' criteria and the Program Year associated with sorme of the awards,
Hawe any of the ariginations been accepted by CODY

Yes Mo

Figure 60: COD Export Consistency Check selected Program Year

4. If the originations have been accepted by COD or if you wish to select a
different Program Year, click Yes to return to the COD Export Criteria tab,
select the correct Program Year, then continue with the export.

5. If you wish to CHANGE the Program Year for the previously exported
awards, click No; a pop-up displays asking if you wish to force an update to
the Program Year for the previously exported awards. NOTE: the Program
Year should NOT be changed for originations already accepted by COD.

WBScript: Question (Step 23 3

. - Do wouwish to force an update to make the awards all associated with
Program Vear 20127 Mote: this is undesirable if COD has already
accepted originations for the year,

Yes Mo

Figure 61: COD Export Consistency Check force update

6. Click No to return to the COD Export Criteria tab, select the correct Program
Year, then continue with the export.

7. If you wish to force a CHANGE to the Program Year for the previously
exported awards, click Yes.
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8. A pop-up displays asking you to confirm you wish to CHANGE the Program
Year for the previously exported awards. NOTE: the Program Year should
NOT be changed for originations already accepted by COD.

WEBScript: Confirm: (Step 3) 22

[0} Avre ol sure you weish to force the avwards to rmatch Prograrm Year 20127

Figure 62: COD Export Consistency Check confirmation

9. This is the last opportunity to cancel the Program Year change for the
previously exported awards. Click No to return to the COD Export Criteria
tab, select the correct Program Year, then continue with the export. Click Yes
to CHANGE the Program Year for the previously exported awards and
continue with the export. NOTE: the Program Year should NOT be changed
for originations already accepted by COD.
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Awards may be funded from a variety of sources. The process below describes
how a disbursement file from COD is imported.

COD Import

COD response and Disbursement files must be downloaded from your SAIG
mailbox to a folder on your SQL server, so the database can read and import the
file into CAMS. This folder must be shared to appropriate personnel handling this
import process.

,-—Eﬂ Step-By-Step: Import COD Response/Disbursement File

)—6} 1. From the CAMS Enterprise Home page click Tools >Import >Financial
CG// Aid >COD Import. The COD Import window displays.

Load Criteria ElHelp % Cancel

Read New Document
Browse
Upload Docurment

Using file
DENNISWCrpg110p.014

| ,;. Parse XML document |

Figure 63: COD Import window

2. Toread a new document, browse to the import file in the folder on your SQL
server, then click Upload Document. Click Parse XML document to format
the document for import and automatically increment the Disbursement
Sequence Number for awards in this file.
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3. The Students tab displays. The data grid displays 200 rows per page; if the
rows in the grid exceed 200, click Next to go to the next page of the grid.

Students in Response

| @Prev ||1 ;1| @Next |
S5h Birthclate Lazthame Firsthlame Micicllelnitizl
izl 12:00 GREEMN TARY W [MULL :I

-
I 3
l @ Counzeling Import

Figure 64: Students tab

Note: Click Counseling Import to import a DL Entrance Counseling and Financial
Awareness Counseling message class file. See page 63 for Step-By-Step instructions.

4. Review the students included in the Import file then click the Summary tab,
which displays the Summary and Response data from COD.

B e (e R

Summary Information Help % Cancel

Summary Data Reported
CODSummarylD CODImpertiD CODAwardType Financial&wardyear

o | o]

Response

CODResponsell CODImportiD CODAwardType Financial&wardear

A | —"ﬂ

Figure 65: Summary tab
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5. Click the Awards tab to view the Awards being imported.

Awards

(@ [ a[@e

Firstiame Widdleinitial

Q WMPN Import

~ Update Contact Information:
Contact Address Field —, .~ Contact Phone Field to -~ — Contact Email Address - .~
to Update: Address1 - Update: Phone 1 - to Update: Email1 -

l @ Update Contact Info l
~ Import Credit/PLUS Application Information

Academic Year - l @ Import Credit’PLUS App Info l

Figure 66: Awards tab

Note: Click MPN Import to import an MPN Response message class file.
See page 64 for Step-By-Step instructions.

Click Import Credit/PLUS App Info to import a DL PLUS Application
Acknowledgement message class file or Update Contact Info to update
Contact information contained in a DL PLUS Application Acknowledgement
file. See page 65 for Step-By-Step instructions.

Click the Disb tab to view the award distribution amounts to be imported.
Click the plus sign next to each row to view the Response Error Code(s).

Dishursements
@Prev |1 It ENEX‘I|
Lasthlame Firsthlame Miclclleinitial Academicyear
= R =
ErroriC ResponzeErrorCode ReszponseErrorField
il 1,604 097 DishurzementAmount ‘
2 GREEN [MARY I [2010-2011

K1 ﬂj

Figure 67: Disb tab
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7. Click the Reports tab to set the new Award Status for COD Response
Code, then click Update to set the Award Status in Financial Aid.

*#* Origination **

Set Award Status to | [~] for Response Code

~ Award Usage Limits Update

- Award Status

| gﬂf Update Usage Limits |

Report [ Summary .

Figure 68: Reports tab

8. For response files where the Disbursement Release Indicator is set to False
the Reports tab will be labeled **Origination**. Where the Disbursement
Release Indicator is set to True, the Reports tab will be labeled
**Disbursement**.

9. Click Update Usage Limits to add or update students’ Award Usage Limits
in Financial Aid >Maintenance >Status >Awards Usage Limits. For records in
the COD response file that contain this information CAMS will either create a
new Awards Usage Limits entry for students that do not already have an
entry or update any existing entries.

COD Reporting

There are two reports available for the COD import.
e Summary

o COD Response Financial Summary by Award

e Detail

o COD Response Detail by Student by Award
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Step-By-Step: Import DL Entrance/Exit Counseling and
Financial Awareness Counseling (CRECMYOP) File

To import DL Counseling data for students the file must be a CRECMYOP
message class file.

Note: Entrance Counseling may also be imported along with DL PLUS borrower
information by importing the CRCSxxOP message class file. (See page 68).

1. From the CAMS Enterprise Home page, click Tools >Import >Financial
Aid >COD Import to open the COD Response Import window.

2. Onthe Load tab, click Browse to open the “Choose File to Upload” dialog
box. Browse to and select the CRECMYOP message class file which you
have downloaded from your SAIG mailbox. This file may be located
anywhere that you have access such as your local hard drive or a network
share.

3. Click Upload Document. The file is uploaded to a working location on the
CAMS Enterprise server. Text displays indicating the file being used
preceded by the CAMS user login name and the Parse XML document
button displays.

. «4 Load -4 Students - Summary -4 Awards - Dish - Reports
Load Criteria @ Help % Cancel
- Read New Document
Browse...
Upload Document
Using file
DENMNISWCRECMYOP.001
l ,;. Parse XML document

Figure 69: Entrance/Exit Counseling and Financial Awareness Counseling

4. Click Parse XML document to format the document for import. The
Students tab then displays where you may review the names that will be
imported. The data grid displays 200 rows per page; if the rows in the grid
exceed 200, click Next to go to the next page of the grid.
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-4 Summary A Awards -4 Reports

Students in Response

e | n| C@ren

CODStudentr | CODImportiD Birthdate FirstName Middlelnitial
777115556 THASMETT 12:00 GRANT

I ﬂj

l g Counseling Import l

Figure 70: COD Entrance/Exit Counseling Import

5. To import the DL Entrance/Exit Counseling and Financial Awareness
Counseling file, click Counseling Import.

6. Click Yes on the confirmation pop-up dialog box to confirm you wish to
import the DL Counseling data or click No to cancel the import.

7. Upon completion a pop-up displays indicating the import was successful.
Click OK to close this pop-up. The imported information may be viewed on
the students’ Financial Aid Maintenance Status tab by clicking View
Entrance/Exit Counseling in the COD section.

Note: The Counseling record must exist on the student's Financial Aid record in order to
export DL Loans via the COD Export.

Step-By-Step: Import MPN Response (Master Promissory
Note) Message Class File

To import MPN Response message class data for students the file must be a
CRPNxxOP (MPN Response) message class file; note that "xx" represents the
two-digit Award Year in the file name.

1. From the CAMS Enterprise Home page, click Tools >Import >Financial
Aid >COD Import to open the COD Response Import window.

2. Onthe Load tab, click Browse to open the “Choose File to Upload” dialog
box. Browse to and select the CRPNxxOP (MPN Response) message class
file which you have downloaded from your SAIG mailbox. This file may be
located anywhere that you have access such as your local hard drive or a
network share.

3. Click Upload Document. The file is uploaded to a working location on the
CAMS Enterprise server. Text displays indicating the file being used
preceded by the CAMS user login name and the Parse XML document
button displays.
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Load Criteria ) Help % Cancel

~ Read New Document

Browse...
Upload Document

Using file
DENNISWCRPN130P.001

l a Parse XML document l

Figure 71: COD MPN Import

Click Parse XML document to format the document for import. The
Students tab then displays where you may review the names that will be
imported. The data grid displays 200 rows per page; if the rows in the grid
exceed 200, click Next to go to the next page of the grid.

To import MPN Response data, click the Awards tab. A list of students
included in the file displays in the grid.

Awards
@ Pre |1—;1 @ Hext
FirstName

Widdlelnitial

CODResponseAwardsiD

@ WMPN Import

Contact Phone Field to
Update:

l @ Update Contact Info l

~ Import Credit/PLUS Application Information

|

~ Update Contact Information:
Contact Address Field
to Update:

Contact Email Address

to Update: Email1 ~

Address 1 - Fhone 1 =

Academic Year

a Import Credit/PLUS App Info

Figure 72: MPN Import

Click MPN Import.

Click Yes on the confirmation pop-up dialog box to confirm you wish to
import the MPN Response data or click No to cancel the import.

Upon completion a pop-up displays indicating the import was successful.
Click OK to close this pop-up. The imported information may be viewed on
the students’ Financial Aid Maintenance Status tab by clicking View MPN in
the COD section.

DL Loans via the COD Export.

=

&

Note: The MPN record must exist on the student's Financial Aid record in order to export

Page 65 of 121



—

CAMS Enterprise — Financial Aid Processes

Step-By-Step: Import DL PLUS Application
Acknowledgement Message Class File

To import DL PLUS Application Acknowledgement data for students the file must
be a CRSPxxOP (DL PLUS Application Acknowledgement) message class file;
note that "xx" represents the two-digit Award Year in the file name.

Note: DL PLUS may also be imported along with Entrance Counseling information by
importing the CRCSxxOP message class file. (See page 68).

1. From the CAMS Enterprise Home page, click Tools >Import >Financial
Aid >COD Import to open the COD Response Import window.

2. Onthe Load tab, click Browse to open the “Choose File to Upload” dialog
box. Browse to and select the PLUS Application Acknowledgement XML file,
CRSPxxOP (where "xx" is the year), which you have downloaded from your
SAIG mailbox. This file may be located anywhere that you have access such
as your local hard drive or a network share.

3. Click Upload Document. The file is uploaded to a working location on the
CAMS Enterprise server. Text displays indicating the file being used
preceded by the CAMS user login name and the Parse XML document
button displays.

Load Criteria @) Help ¥ Cancel

r Read New Document
Upload Document

Using file
DENNISWCRSP130P.101

l a Parse XML document

Figure 73: COD Response Import Load tab

4. Click Parse XML document to format the document for import. The
Students tab then displays where you may review the names that will be
imported. The data grid displays 200 rows per page; if the rows in the grid
exceed 200, click Next to go to the next page of the grid.

. «4 Load - Summary

Students in Response

Epre |7 n[Cgres

CODStudentF  (CODImportiD Birthdate FirstName Middlelnitial
140021102 1028M 567 121 DODDS ROMANA

Figure 74: COD Response Import Students tab
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5. To import the DL PLUS Application Acknowledgement file, click the Awards
tab.

Awards

FirstName Widdlelnitial
ROMANA

@ MPN Import

Update Contact Information:
Contact Address Field Address 1 Contact Phone Field to Phone 1 = Contact Email Address

to Update: Update: to Update: Email 1~

l Q Update Contact Info l

Import CredittPLUS Application Information

Academic Year 20112012 = l (T mport Credi/PLUS App nfo

Figure 75: COD Response Import Awards tab

6. Inthe Import Credit/PLUS Application Information section, select the
Academic Year for the import.

Click the Import Credit/PLUS App Info button to import the data.

8. A confirmation pop-up displays; click Yes to import or No to cancel the
import.

9. Upon completion a pop-up displays indicating the import was successful.
Click OK to close this pop-up. The imported information may be viewed on
the students’ Financial Aid Maintenance Status tab by clicking View
Credit/PLUS App Info in the COD section. The information will display when
one of the following conditions exists. If neither of these conditions exist, the
data is still imported and will display once the following is complete:

a. If the student is not the borrower, a Financial Aid Status record
must exist for the Academic Year the PLUS Application
Acknowledgement XML file was imported into. A Default
Borrower or Borrower Per Award Type must be entered on
Page 2 of the status record detail.

b. If the student is also the borrower, the data will display with or
without a status record.

Note: If the Student is NOT the borrower, the Default Borrower or Borrower Per Award
)@‘) Type must be populated before you export COD. See page 44 for more information .
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10. When importing a DL PLUS Application Acknowledgement message class
file, you can automatically update contact information for any Contact where
the SSN in CAMS Enterprise matches a contact SSN in the import file. Select
the specific CAMS Address, Phone, and Email Address field to update then
click Update Contact Info. A message displays confirming you wish to
update Contact information in CAMS with the contact information in the
import file. Click Yes to confirm or click No to cancel the update to CAMS
Contacts.

Note: All Borrower fields in the file will be updated on the matching Contact record in
CAMS such as First Name, Last Name, City, etc.

i

Awards ] Help % Cancel

Awards

= I

BorrowwerLasthame BorrowwerFirsthame

TREACWYELL

BorrowerSSh
004623610

BorrowerBirthDate
1969-09-24

,;. MPM Import
Update Contact Information:

Contact Address Field Contact Phone Field to Contact Email Address .
to Update: Address 1~ Update: Phonet ~ to Update: Bmail1 ~

l ,;. Update Contact Info ‘

Figure 76: Update Contact Information

Step-By-Step: Import DL Entrance/Exit Counseling and DL
PLUS Application Acknowledgement Together
(CRCSxcxOP)

To import DL Entrance/Exit Counseling and DL PLUS Application
Acknowledgement data for Students and Borrowers in the same import file, the

file must be a CRCSxxOP (Credit Status Response) message class file; note that
"xx" represents the two-digit Award Year in the file name.

T

Sy

1. From the CAMS Enterprise Home page, click Tools >Import >Financial
Aid >COD Import to open the COD Response Import window.

2. Onthe Load tab, click Browse to open the “Choose File to Upload” dialog
box. Browse to and select the CRCSxxOP (Credit Status Response)
message class file (where "xx" is the year), which you have downloaded from
your SAIG mailbox. This file may be located anywhere that you have access
such as your local hard drive or a network share.

3. Click Upload Document. The file is uploaded to a working location on the
CAMS Enterprise server. Text displays indicating the file being used
preceded by the CAMS user login name and the Parse XML document
button displays.
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Load Criteria [@ Help % Cancel

~ Read New Document

Browse__

Upload Document

Using file
DENNISWcrcs150p.dat

‘ ,a Parse XML document

Figure 77: COD Response Import Load tab

Click Parse XML document to format the document for import. The
Students tab then displays where you may review the names that will be
imported. The data grid displays 200 rows per page; if the rows in the grid
exceed 200, click Next to go to the next page of the grid.

Students in Response

Epre |7 n[Cgres

CODStudentf  |CODImportlD | SSH
1 3 140021102

Birthdate Lasthame Couns

10/28/1967 1221 DODDS

Firsthame Widdlelnitial
ROMANA A

Figure 78: COD Response Import Students tab

To import the DL Entrance/Exit Counseling and Financial Awareness
Counseling file, click Counseling Import.

Click Yes on the confirmation pop-up dialog box to confirm you wish to
import the DL Counseling data or click No to cancel the import.

Upon completion a pop-up displays indicating the import was successful.
Click OK to close this pop-up. The imported information may be viewed on
the students’ Financial Aid Maintenance Status tab by clicking View
Entrance/Exit Counseling in the COD section.

_,_:_'x_‘ "

&2

tab.

Note: The Counseling record must exist on the student's Financial Aid record in order to
export DL Loans via the COD Export.

8. To import the DL PLUS Application Acknowledgement file, click the Awards
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Awards

FirstName
ROMANA

E MPN Import

Update Contact Information:

Contact Address Field W Contact Phone Field to m Contact Email Address

to Update: Update: to Update: Email 1 ~

l @ Update Contact Info l

Import CredittPLUS Application Information

Academic Year 20112012 -+ l (2 import CredupLUS App info ]

Figure 79: COD Response Import Awards tab

9. Inthe Import Credit/PLUS Application Information section, select the
Academic Year for the import.

10. Click the Import Credit/PLUS App Info button to import the data.

11. A confirmation pop-up displays; click Yes to import or No to cancel the
import.

12. Upon completion a pop-up displays indicating the import was successful.
Click OK to close this pop-up. The imported information may be viewed on
the students’ Financial Aid Maintenance Status tab by clicking View
Credit/PLUS App Info in the COD section.

Note: If the Student is NOT the borrower and the Contact record does not exist in CAMS
for the borrower, the Contact record will be created automatically and linked to the Student
record.

If the Student is NOT the borrower and the Contact record does exist in CAMS but is NOT
linked to the Student, the Contact record will be automatically linked to the Student record.

If the Student and borrower do not exist in CAMS, the import is placed in a holding table
until the Student and borrower (Contact) records are created. The SSN MUST be
populated before saving the new Student or Contact record. Upon saving the record the
imported data is added to the Financial Aid Maintenance record.
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COD Messages

COD places message files in the institution’s Student Aid Internet Gateway
(SAIG) for various reasons. PGMRxxOP, DSDFxxOP, PGRCxxOP, and
CODRBFOP messages can be imported into CAMS via Tools and viewed in the
Financial Aid module (where “xx” represents the year). There are two message
classes where reports are available, DSDFxxOP and PGRCxxOP.

The PGMRxxOP, Pell Multiple Reporting Record (MRR), message indicates
whether a student has applied for Pell at multiple institutions during the same
timeframe. The messages will also contain contact information at the other
Financial Aid offices.

The DSDFxxOP, School Account Statement (Fixed-Length, Disbursement Level
Loan Detail), message file can be used to print various SAS reports used for
Direct Loan reconciliation with COD.

The PGRCxxOP message class can be used to print Pell reconciliation reports.

CODRBFOP message class files are COD Rebuild files that can be requested
from COD to verify and correct awards in CAMS that have inconsistencies with
COD information. After importing Rebuild files, you can then view and link them
to the correct awards in the COD message viewer.

Step-By-Step: Import COD Message File

1. From the CAMS Enterprise Home page, click Tools >Import >Financial
Aid >COD Message. The COD Message Import window opens.

Import Criteria ] Help % Cancel

File Name 11011 MRERpomr110p.002 | Browse..

File must be reachable from the database serer

Message Class PGMR110P - Academic Year 2010-2011 -
Last message imported at 2/18:2011 3:19:00 PM

B

Figure 80: COD Message Import
2. Click Browse to open the Choose File to Upload window.

Note: The import file must be located on a share and you must browse to the file through
Network Places, even if the file is on the local machine, so that a Universal Naming
Convention (UNC) path is listed in the File field. Example: \\MyComputer\MyFolder. It
cannot use a drive:\filename format such as C:\importfile.txt.

3. Select the appropriate file, then click Open. The file name displays in the File
Name field of the Select COD Message Import window.

4. Select the Message Class to import and the Academic Year for which you
are importing messages.

5. Click Import. A confirmation displays indicating the import was successful. If
a file is chosen that isn’t compatible with the Message Class, a dialog box
displays indicating this. Select a file that is compatible with the selected
Message Class, then click Import again.
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_ Step-By-Step: View COD Message File
"_Q,I 1. From the CAMS Enterprise Home page, click Financial Aid >COD. The

24 .
< e
Fivs 4 COD Messages window opens.
Messages [ Help % cancel
Message “op ey op , Record "ot Academic oy MOt a1 272002010 12208:00 P+
Class Type Year Date

Last message imported at 12/20:2010 12:08:00 PM

E Read Message

MessageClass StatementRecordType
1 DSDF110P 13 pm C 2
2 2 DSDF110OP 1202002010 12:08:00 pm 5 s
5 3 DSDF110F 1202002010 12:08:00 pm C Al
4 4 DSDF110P 1202052010 12:08:00 pm C Al
J | o[

Maonthly SAS Cash Detail imported on 1272002010 12:08:00 PM - -

s Print

Figure 81: COD Messages

2. Select the Message Class, Record Type (for DSDFxxOP messages),
Academic Year and Import Date for messages you wish to view.

Click Read Message to populate the grid.

4. Scroll right to view all information contained in the message file. The grid can
be sorted by clicking the header button in any column to sort by that column.

5. Select the PGMR Message Class and click Read Message to display an
additional field, Filter to Record Type. Select the record type, then click
Filter Message to display only that type in the grid. The Record Type
indicates why the record is being sent to the school by COD.

Messages DHelp % Cancel
Message Record Academic - Import A0
Class: PGMRI10F = Type: - Yoar: 2010-2011 Date: Imported on 3172011 1221000 PM - =
Last message imported at 3/17/2011 12:10:00 PM
Fiter o Recora Type Al ~ | [&] Fiter Message
Al '
BC
E FB |
PU sage |
L RC F‘ES
|MessagelD MezsageClazs RD oriDate Record_Type Reguesti
1 t PGMR110P RN 2011 1240:00 p CE mH -
2 44 PGMRI10P RO FR2011 1240:00 pm CE [MULL]
3 45 PGMRE110P 37011 12:10:00 pm CE ([MULL]
4 48 PGMR110F 3172011 1210:00 pm |RD [MULL]
S a7 PGMR11OF 3ATR2011 1210:00 pm RD [MULL)
6 48 PGMRT1OP 37011 1210:00 pm |RD ([MUILL]
7 49 [POMR110P 3A7/2011 1210:00 pm RO JHULL]
5 50 PGMRI10P 372011 1210:00 pm |Ro [NULL]

Figure 82: PGMR Record Type filter
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6. For Message Classes where reporting is available the Print button will be
enabled and the report drop-down will display one or more reports that are
related to the Message Class and Record Type selected.

7. Select the report then click Print to display the report.
There are seven reports available for the DSDFxxOP Message Class.

Select a different Record Type then click Read Message to populate the grid
with messages and enable reports associated with that Record Type.

e Record Type “C” — Monthly SAS Cash Detall

e Record Type “D” — "Monthly SAS Loan and Disbursement Detail" and
"Disbursement Detail Comparison”.

Note: When Record Type D is selected, if only D entries are in the imported file, only the
Disbursement Detail Comparison report will have data in it and will display in the drop-
down. When Record Type D is selected, there must also be M entries in the imported file
for the Monthly SAS Loan and Disbursement Detail to have data in it and display in the
drop-down.

e Record Type “L” — No report available
e Record Type “M” — SAS Monthly Disbursement Summary

e Record Type “T” — Monthly SAS Cash Summary and Yearly SAS Cash
Summary

e Record Type “Y” — SAS Yearly Disbursement Summary

Step-By-Step: COD Rebuild Files

Rebuild files can be requested from COD when there are discrepancies between
the awards in CAMS and on the COD website. These discrepancies can occur
when awards are added to students on the COD website and also added in
CAMS or never added in CAMS. In the latter case, the award would need to be
added in CAMS prior to linking it to the COD award here.

Once the Rebuild file has been imported it can be viewed and reported on from
the COD Messages window. The awards listed in the Rebuild file can then be
linked to the correct award in CAMS. Once linked, the award will have the correct
Disbursement Number and COD Financial Award ID after which you may work
with the award via your normal processes in CAMS.

1. From the CAMS Enterprise Home page, click Financial Aid >COD. The
COD Messages window opens.

2. Select the CODRBFOP Message Class, Record Type D, Academic Year,
and the Import Date you wish to work with.
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3. Click Read Message. The grid populates with the imported records.

Messages @Help % Cancel
Message "coppprop ~ Record o Academic 5q;q 5014 o IMPOM ooy on 322011 2:05:00PM ~
Class: Type: Year: Date:
Last message imported at 3/2/2011 2:05:00 PM
55N Search:
l r;' Read Messane ‘

StuderntMame StucertiD MeszagelD MezsageClass I

1929 & ; 3,877 CODREFOP 30z -
1930 o 3,578 CODREFOP 312
1931 o 3,579 CODREFOP 302
1932 o 3,880 CODRBFOP 312
1933 o 3,881 CODRBFOP 30z
1934 o 3,562 CODREFOP 30z
1935 ¢ 3,583 CODREFOP 30z
1936 o - 3,773 CODREFOP 30z
1937 | ; 1,348 CODREFOP 30z
1938 o i 1,949 CODREFOP 30z

=l

| W

Disbursement Rehuild Report imported on 32/2011 2:05:00 FM «

Dishursement Award Status: ’ APPROVED ,q’f Prirt
AR

l r;' Sync CAMS to COD ‘

Figure 83: CODRBFOP Message Class

FIRTRY

4. Tofilter the list by SSN, enter a student Social Security Number in the SSN
Search field, then click Read Message.

5. Rows colored light brown indicate disbursements where the Disbursement
Sequence Number is equal to or over 66. These indicate special
circumstances such as a change to the disbursement of the same COD
Financial Award ID, Disbursement Number or the Disbursement Sequence
Number equals the previous disbursement Sequence number.
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Awards with discrepancies between COD and CAMS are highlighted in teal.
Students are listed by Student Name and Student ID and can be further
identified by their SSN which is the first 9 digits in the
CODFinancialAwardID column. Double-click a row in the grid for the teal
colored rows to open the Disbursement Rebuild Details window. The best
matched awards for the student display.

Disbursement Rebuild Details

cop Disbursement ’7 Dishursement ,—
FinancialfwardiD | Date Mumber
Interest
Armount MNet Amount Origination Fee Rebate

Arnount

Student |

Best Matched Awards
TextTerm TransCate [2waraType ovvardStatus [pescription Amount. EstimatedAmount

120000 am |SUB $2 68700
H202011 12200000 am  SUB

m Link G UnLink

Update Q Cancal

Figure 84: Disbursement Rebuild Details

Highlight the award in CAMS that should be linked to the COD award then
click Link. If an award has been incorrectly linked, highlight the award then
click UnLink. After linking an award, click Update to exit the detail window.

Click Print to display a comparison report of the amounts in the COD Rebuild
file and the amounts in CAMS. The report is sorted by Student Name and
COD Financial Award ID.

Select specific Disbursement Award Status(es) to limit the report to only
those statuses as set in Financial Aid Maintenance. This is useful to report
only on awards that are marked in CAMS to be disbursed. For example, an
award may be in this Rebuild file but the amount has been changed in CAMS
and it has not been re-originated yet. Therefore you may not want to report
on these awards in your comparison report thus reducing the amount of
items you will need to compare.

Once linking has been completed, click Sync CAMS to COD to update the
awards in CAMS.
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Check Release

Check Release is used to identify awards en masse that are funded and to
update Award Status, which is typically used to control which awards are
transferred to billing. In addition, a Check Signed Date field on each award can
be recorded en masse. In most cases, awards would be transferred to billing
immediately following the Check Release process.

1. From the CAMS Enterprise Home page, click Financial Aid >Automated
Processes >Check Release. The Check Release criteria page displays.

r’—, Step-By-Step: Perform Check Release Process
=

‘_."J"f:r'iife'r'iiam " /lpataRecords

Check Release Criteria

—Check Release Criteria

Term: Iﬁ
Campus: I—Ll
Award Type: | j
Awrard Status: Iﬁ
Code 1: | j
Code 2: | j

—Financial Aid Award Fields to Update

Check Signed Date: | j
Updated Award Status: I vl

Figure 85: Check Release Criteria window

2. Select a Term during which the awards are funded.

3. If applicable, select additional criteria to further delineate awards ready for
check release. Use Award Type to easily identify those awards funded. This
is especially helpful when using a roster of funded aid for comparison
purposes.

4. Setthe Updated Award Status value to indicate awards are ready for
transfer to Billing and subsequent disbursement. If desired, select the
Checked Signed Date. This field in the Award detail will be updated with this
date, but does NOT change the Award distribution date.
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5. Click Find.

The Student Records screen displays all awards that meet the selected criteria.

(2] [ ]

¥ Select All

Studert | StudentiD Term ShudentSSh TransDiate AyvardStatus [ AwardTyp

il 07 $700.00 W H ;I
373 A0011111197 |SP-03 B0 o 07M 452004 |§155.00 $147.25 v |IN PROGRESS |GSL
7649 AQ000039524  |SP-0S 02152005 |§33.33 $3333 v |IMN PROGRESS |FPELL

4 769 ADDOO033524 |SP-05 02/15/2005 |$33.00 §31.35 v |INPROGRESS |GSL

=i 43 061 A0000001 247 |SP-03 Tl bR 03072005 |§23,000.00 |$15000.00 | v D DHLCAN

[ 45 061 A0000001 247 |SP-05 el bomem 10M252004 |$1,00000  |$1,000.00 v |INPROGRESS |FPELL

i 47 511 3720378 SP-03 LW (o] 010872005 |$2,000.00 [$0.00 v RIW GRAMN

i Llﬂ

NumberofRecords:l? Records Checked:l? Sum of Selected Check Amounts: |516,511.93

.Updatel o add |

Figure 86: Check Release Student Records window

6. Select the Select All checkbox or individually select those awards that
should be processed. The fields below the data grid display the Number of
Records, number of Records Checked, and the Sum of Selected Check
Amounts. Typically, the sum of check amounts should match the sum of the
disbursement amount for that award type.

Note: If verifying the displayed records against an edit list missing awards can be added
quickly. To add additional awards to a student and have them marked with the check
release date, click the Add button. A blank awards screen displays. Select the student
and fill in required fields then click Add. The added award displays in Quick Awards and
under the All option in the Filter to Package field in a student’s maintenance screen.

7. Click Update. A confirmation message displays, “You have selected number
Financial Aid Awards to update. Do you wish to continue?” Click Yes to
process the request. When finished, the Check Release Criteria window
displays.
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Once awards are funded and ready to be disbursed, you will transfer the awards
to the Billing module. It is only from the Billing module that awards can be
distributed to the student ledger. To transfer awards, first select the appropriate
criteria for award selection. Next, click transfer to review a list of all awards
selected to be transferred. This list can be printed. When you are satisfied with
the list of awards, click Transfer, name the transfer batch, then click Transfer
again. The batch of awards is transferred to the Billing module.

= Step-By-Step: Transfer Awards to Billing

Ldl:\ 1. From the CAMS Enterprise Home page, click Financial Aid >Transfer. The

LA Financial Aid Transfer Criteria tab displays the Award Selection form.
Award Selection =] Help . Reset
SU1-04 |
Transfer Termis) |SU-04 — Single Student ID; I ﬂﬂ}
SP-04 =
Distribustion Date From: | = To: | =
Award Type: | ADD/DROP-F g Aweard Status: | APFPROVED g
ADD/DROP-M =] AR =l
Credit Status: |A1997 g Code 1: |lser Def. Codel 3
Accepted =l User Def. Code? =
Code 2; |[FALL g Must be Registered: | Official
INTERSESSION =| UnoOfficial
D Must be C T yves & Mo Student(s) Accepted: |MNo
Yes

Figure 87: Transfer Award Selection window

2. Click the appropriate Transfer Term(s). You must select at least one transfer
term. You may select more than one term by holding down the Shift key
while clicking each term. Only consecutive terms may be selected this way.
Many times, awards are only funded one term at a time.

3. If you wish to transfer awards for only one student, click the search icon next
to the Single Student ID field, then select the student. To transfer awards for
multiple students, leave this field blank. All awards matching the criteria
entered for that particular term or terms will be displayed in the Selected
Awards list.

4. Other recommended criteria by which awards can be selected include the
following:

e Award Type — Define the award being funded

e Award Status — Choose awards that have been set for disbursement
via the Check Release or manual update

e Student(s) Accepted — Yes to include awards students accepted via
the Student Portals

5. Additional criteria may be used to further narrow the list of awards to transfer.
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6. Once all criteria has been selected, click the Transfer tab, and then click the
Transfer button. CAMS locates all awards that match the defined criteria and
displays them in the Awards to Transfer list.

Note: In order to prevent data loss when transferring awards, any awards that meet the
selected criteria and are deleted by any CAMS user during the transfer process will not be
transferred to Billing. A list of any awards deleted by a CAMS user and not transferred will
display after the transfer process is completed.

r Awards to Transfer

LastName Firstame Widdleinitial StudentiD AwardType | TransDate Description
1 Abraham Lauren AD000001243  SP-14 $3,281.00 Sub 12/01/2013 Subsidized Loa
Z | Abraham Lauren AD000001243 |SP-14 $990.00 |UnSub 02/01/2014 idized L |
3 | Amato Jagueline ABI4E3 |sP-14 $2,775.00 | PELL 02/01/2014 Federal Pell Gre
4 | Amato Jagueline ABI4E83 |sp-14 $1,485.00 | Sub 02/25/2014 Subsidized Loa
S | Amato Jaqueline ABS483 SP-14 $890.00 | UnSub 02/01/2014 Unsubsidized L
[ | Amick Baxter B T0000001687 |SP-14 $2,775.00 | PELL 01/27/2014 Federal Pell Grz
7 Brown Lavender T0000001718 |SP-14 $50.00 |\ WORKSTUDY | 01/28/2014 College Work-S
8 Brown Lavender T0000001718_|SP-14 $200.00 | WORKSTUDY | 04/21/2014 College Work-S
k] Eda Cole T0000001847 |SP-14 $495.00 | Sub 01/06/2014 Subsidized Loa
10 Eda Cole T0000001847 |SP-14 $485.00 | Sub 01 01/06/2014 idi Loa
11 Eda Cole TO000001847 |SP-14 $485.00 | Sub 02 01/06/2014 idized Loa
T3 HT Poia TnnnnnnagaT leo 14 @405 nn@um na MANRRNTA | Roheidied | ne -

Export File Name: |

| uapm H Ea'rmnsfar !," Print H Eacanr.al ‘
Report Format: | Transfer Edit List W

Figure 88: Awards to Transfer window

7. To easily verify awards to be transferred, you can Export the list as a .txt file
to the Document Directory defined in your CAMS User Profile, or select a
Report Format then click Print to display a Transfer Report.

8. Click Transfer. The Billing Batch Information Transfer Options form displays.
Enter a Batch Description. If you want all awards to have the same Effective
Transaction Date, then select the appropriate date from the drop-down
calendar. Leave the Effective Transaction Date field blank to retain the
effective dates on each individual award.

9. Click Transfer. CAMS transfers the batch to the billing module. A "Transfer
Successful" message displays upon completion. Click OK on this pop-up
message to view any awards in the Awards to Transfer list that may have
been deleted before the transfer process completed.

Note: In order to prevent data loss when transferring awards, any awards that meet the
selected criteria and are deleted by any CAMS user during the transfer process will not be
transferred to Billing. A list of any awards deleted by a CAMS user and not transferred will
display after the transfer process is completed.
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~ Awards not transferred; deleted by user prior to completion of transfer process (populated after transfer)
LastName FirstName i iti tudentlD tudentUID TextTerm Financial&w: || AmoL
C0185012517 100,606

FA-11

~ Transfer Options
Batch Description: |FA—11 Awards

Effective Transaction Date: E|

Figure 89: Awards deleted by CAMS user during transfer process

10. Click Return to close the detail screen and return to the Criteria tab.

11. To view the batch, go to Billing >Batch. Double-click the batch to view
individual awards.

Awards Still Pending on Statements

Sometimes Financial Aid and/or Billing personnel say an award has been
transferred but the billing statement still says the award is pending.

To see if an award has actually been transferred you can refer to the Sent to
Billing field on the award. If there is no text in the Sent to Billing field it has not
been transferred. If Yes displays, it has been transferred. If No displays then the
award has been deleted from the Billing Batch after it was originally transferred. It
may need to be to be adjusted in Financial Aid and then retransferred to Billing.
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When a student is assigned a financial award, regardless of method used to
assign, it displays in the Financial Awards tab. To access the Financial Awards
tab, first select the appropriate Academic Year and Financial Aid Year on the
Financial Status tab, and then click the Awards tab. A list of awards assigned to
that student for that particular financial aid year displays. If a student is assighed
more than one award package, select the appropriate package from the Filter to
Package drop-down list. Awards may be adjusted, deleted if not yet sent to
billing, or added via this window. If your institution participates in the Federal
Loan program and uses the COD integration functions, COD history for each
award may be viewed.

COD Award Headers

Beginning with the 2011 — 2012 Award Year COD started collecting the Ability to
Benefit information for Pell, Direct Loans, Perkins, and TEACH for students
seeking federal financial aid who did not graduate from high school. Information
can be found on the Department of Education website in the 2011-2012 COD
Technical Reference document. This PDF document can be found at this URL:

https://www.fsadownload.ed.gov/Repository/CODTechRef1112-
Nov/Tech%20Ref%20Sections/1112CODTechRefVol2SeclimpGuide.pdf

Ability to Benefit

Ability to Benefit information is maintained on the Financial Aid Maintenance
Awards tab using the COD Award Headers.

Ability to Benefit information present in the ISIR file is imported into CAMS via the
ISIR Direct functionality located at Tools >Import >Financial Aid or the data may
be populated manually.

Financial Award Number

When COD Export is originated, Direct Loans are assigned a Financial Award
Number and a COD Financial Award ID. After the COD Export has been initiated,
users can change the Financial Award Number for a Direct Loan in the COD
Award Header. This will also change the COD Financial Award ID (a system-
generated read-only field) to reflect the adjusted Financial Award Number. After
you change the Financial Award Number in the COD Award Header, future COD
Exports will use the new number and ID.
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COD Fees

The Award Header for each COD Award is created automatically when a COD
award is manually or automatically created in CAMS. The Origination Fee
Percent and Interest Rebate Percent fields are populated automatically by
CAMS using the amounts entered in the Yearly COD Parameter for each award
based on the Academic Year and Distribution Date of the award.

The percentages are the fees used in the COD Export and are not changed by
CAMS even if the amounts are changed in the Yearly COD Parameter in Award
Reference Setup. The fee percentages may be changed manually in the COD
Award Header detail, if necessary.

An example for a needed change might be that you manually added an Award
Distribution for a specific date with a specific Origination Fee. This will set the
COD Header and used for the COD Export. You then add another distribution for
an earlier date which has a different Origination Fee in that date’s Yearly COD
Parameter. The COD Header will remain at fee in the award that was created
first and will need to be manually changed to reflect the different fee that both
distributions should actually have (the earlier distribution date).

Academic and Financial Aid Year Dates

The COD Export determines the Academic Year and Financial Aid Year date by
obtaining that data from Financial Aid >Setup >Yearly Setup. If there is a need to
change an award’s dates based on a student’s enroliment, double-click the COD
Award for that award and change those dates in the Academic and Financial Aid
Year Begin and End Dates section (for example a student enrolls for the year
that includes Fall and Spring terms, then after Fall decides not to return in the
Spring). When changing the Academic Year Begin and End Dates, the Weeks in
Academic Year field will automatically calculate.

Changes here will override (for the changed award only) the Start and End Dates
as set in Yearly Setup when exporting to COD in Tools >Export >Financial Aid
>COD Export.
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Step-By-Step: Sync COD Award Headers

1. From the CAMS Enterprise Home page, click Financial Aid >Maintenance
>Awards tab.

E‘\

NA

2. The student who meets the COD Ability to Benefit criteria must have a
Financial Status record, ISIR record, and qualifying awards.

Financial Awards M save [Help % Cancel
Filter to Package: I FA10-5P11 LI

Term DiztributionD:  [Lock AveardType AeardStatus | Amount Dizt. Amourit Origy. At

il 5P -
2[5P-11 011672011 sUB I PROGRESS $20,000.00 §19,800.00 el
35P-11 011672011 UNSLE I PROGRESS $2125.00 $2,115.00 §=
4lFA-10 08192010 UKSUE IM PROGRESS $2125.00 $2,11:5.00 3=
Fa-10 09,21/2010 PELL IM PROGRESS $2,775.00 $2,775.00 3=
I 09i24/2010 sUB I PROGRESS $20,000.00 $19,800.00 $ac

-l
Remaining MNeed:
oo |
m View COD History |

COD Award Header

AvvardType Financial&wardi | CODFinancialdw: | AwardTypelD FinancialStatusiD  |FinancialHeader|C
1 i | 2]

sUB a [MULLY 109 2137 i)
3 UNSLIE o UL |a4 [2137 [ag

< | 3|

,;. Sync Header Records

Figure 90: COD Award Header

3. Click Sync Header Records to populate the COD Award Header grid and
link the records with the appropriate awards. The COD Award Header
records store specific detail information for the overall award regardless of
the number of disbursements.

4. Double-click a row in the COD Award Header grid to open the detail window
for that award header.

Financial Aid Award Detail Entry

r COD Award Header Detail

Award Type: l—v
Financial Award Number [ 1
COD Financial Award 1D ’—
Ability to Benefit Code: |High School Diploma) v |
Ability o Benefit Test Administrator Code: | [~]

Ability to Benefit Test Code: | ~]
Ability to Benefit Completion Date: | [7]
stae:|  [v]
Program of Study (Non US Schools Only): ,—l'

Pre Professional Coursework Indicator (Unsub awards only): [ ]
Origination Fee Percent: 5
Interest Rebate Percent: 0

- Academic and Financial Aid year Begin and End Dates

Academic Year Begin Date: E| Academic Year End Date: E| Weeks in Academic Year
Financial Aid Year Begin Date: E| Financial Aid Year End Date: E|

[CGuwee | [ Cgom |

Figure 91: COD Award Header detail
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Populate the appropriate data as defined in the COD Technical Reference
document.

The Ability to Benefit information will be included in the next COD Export
when selecting the Program Year 2012 or later.

COD View Export/Import History

=

COD Import and Export history for Loans, Awards, and Disbursements can be
viewed from the Awards tab. All of the information that is displayed while
importing or exporting COD is retained here in an historical view.

Step-By-Step: View COD Export/Import History

From the CAMS Enterprise Home page, click Financial Aid >Maintenance
>Awards tab. The Financial Awards window opens. It is recommended to
view this tab in full screen mode.

Highlight an award in the grid, then click View COD History to open the
COD Export/Import History Detail window. The following COD Import and
Export information is available:

e Loan Export and Import history
e Awards Export and Import history
e Disbursement Export and Import history

The newest import or export information is displayed at the top of the COD
History grid.

CAMS Award |SP-11 1/28/2011 SUB §1,000.00

— COD Exportimport History
-« View Loan Export History - View COD Export Awards History - View COD Export Disb History
-« View Loan Import History - View COD Import Awards History - View COD Import Disb History

COD Loan Export History
LastMame FirstMame MiclclleMame CODAwardT  |AcademicYe:  |Financial&idy |Collegelevel | CODSt

1 'y
2 Green Mar DL Subsidized | 2010-2011 FA10-SP11 Freshman 1 :l‘
K Green Mary DLSubsidized  |2010-2011 FA10-5P11 Freshman 1
4 Green Mary DLSubsidized | 2010-2011 FA10-5P11 Freshman 1

Green Mary DLSubsidized  [2010-2011 F210-5P11 Freshiman 1
[ Green Mary DLSubsidized  |2010-2011 FA10-SP11 Freshman 1
i Green Mary DLSubsidized  |2010-2011 FA10-5P11 Freshman 1

S

<

Ea Return |

Figure 92: COD History

4. Click Return to return to the Awards tab.
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Step-By-Step: Manually Assign a Single Award

1.

10.
11.
12.

From the CAMS Enterprise Home page, click Financial Aid >Maintenance
>Awards tab. The Financial Awards window opens.

Select the appropriate Package to which the award is going to be assigned.
COD Awards added here must be assigned to a Package (Financial Status
record). Non-COD awards may be added without linking to a Financial Aid
Status record.

Right-click on the data grid to access the Financial Aid Award Detail Entry
form.

Financial Aid Award Detail Entry -]

Billing References
Sent To Billing: Billing Batch Mame: Effective Date:

Financial Award Entry
Packaged in Status: FA12/SP13 -

Term: |FA-11 Distribution Dt |1/25/2012 E| Award Type: ADJUSTMENT -
Award Status: - Amount: 0.00 Dist Amount: $0.00
Description: |Adjustmems to Student Account Reference:
Credit Status: - Code 1: - Code 2: -
Show On - Check Signed ,7 Required ,7
Statement: Yes On: E Hours: 0
Student
Accepted: - TransID: Lock Award
Campus -
Created By: | on: |
Changed By: | on: |

| Aﬂd | ‘ QCEHCE\

Figure 93: Financial Aid Entry window

Select the appropriate Term (Term-Calendar reference table).

The Distribution Dt. (date) automatically defaults to today’s date. If the
Distribution Dt. is not today's date, select the appropriate date from the
calendar.

Select the appropriate Award Type (TransDoc Reference table located at
CAMS Manager >Lookup Table Options >Transaction Documents) from the
drop-down lists.

Enter the Amount. The Dist Amount field will automatically populate when
the Amount field is filled in for non-COD awards. The Dist Amount field for
COD awards will populate upon adding the COD award.

The description automatically fills in when the Award Type is selected.

Select the Award Status such as Pending, Approved, etc. (FINAID Status
glossary table).

Reference is a free form field for an alphanumeric reference code.
Select from the drop-down lists the appropriate Credit Status and Codes.

If the Award amount is dependent on the number of registered hours, not the
Packaged and Load value, enter the number of required registered hours.
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17.

18.

19.

20.

CAMS Enterprise — Financial Aid Processes

Select Yes or No to indicate whether the award will display on the student's
billing statement, and then select the appropriate date from the calendar to
indicate the Check Signed On date, if applicable.

The TransID is used in the PowerFAIDS Import (see page 112) to allow
more than one award with the same Award Type and same Term to be
imported. Once a TransID is saved it cannot be changed within the user
interface.

Place a check mark next to Lock Award to prevent this award from being
modified during packaging. A locked award will display a check mark in the
Lock column of the grid. Locked awards may be viewed or modified from
Financial Aid Maintenance without unlocking the award.

If the award type has been identified in Financial Aid >Setup as a Direct
Loan, the Direct Loan section will display. When manually entering an award,
the Origination Fee Amount and the Interest Rebate Amount will calculate
based on the percentages listed the award setup and the fields will populate
upon saving the Award detail. These amounts can be changed in the COD
Award Header detail, but the difference between Origination Fee Amount
and the Interest Rebate Amount must equal the difference between the full
award and the distributed amount.

Select the Campus to be used for this award. Leave this field blank to use
the Campus set in the Registration Status for the Term assigned to this
award. The two-digit Campus Code as set in the Campuses reference table
is appended to the First 6 Characters of OPEID Code field as set in the
COD Export to complete the Enrollment School Code (OPE ID) for the COD
Export.

The Student Accepted field reflects the choice the student made on the
portal. It can be changed here anytime by financial aid staff. Once the award
has been accepted or declined and submitted from the Student Portal or
manually selected here, the student cannot modify the selection in the portal.
To allow the student to reselect Accept or Decline from the Student Portal,
change this drop-down to the blank selection.

The Payment Period Start Date must be set for each Package Term in
Financial Aid >Setup >Yearly Setup. This date is used in the COD Export to
report the correct Payment Period Start Date for each Disbursement. If there
is a circumstance where this default date in Yearly Setup needs to be
overwritten, the date can also be set for each award individually in Financial
Aid >Maintenance >Awards. This date is also used in Return to Title IV
Funds calculations located at Tools >Processes >Financial Aid >R2T4.

Click Add to save this information, and Cancel to exit without saving.

Note: If this award has a Yearly Max and/or number of available Slots entered in the
Yearly Award Properties page and either field has been exceeded when you click Add an
Alert dialog box displays. You can continue to apply the award or cancel.
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Adjusting Financial Aid Awards

While modifying financial aid awards prior to transferring them to the Billing
module is preferred, this might not always be possible. For this reason, CAMS
allows awards to be adjusted within the Financial Aid module after they have
been transferred. CAMS also allows awards to be adjusted within the Billing
Module but this is not recommended as it leaves no audit trail.

Adjust Awards in the Financial Aid Module

=

Step-By-Step: Modify Awards that Have Already Been
Transferred to Billing

1.

From CAMS Enterprise Home page, click Financial Aid >Maintenance
>Awards to access the Financial Awards list.

Double-click the appropriate award from list to open the Financial Award
Detail Entry form. Change the award amount. The distribution amount is
automatically changed.

Click Update to save the change. An adjusting entry will be created in the
Financial Award form for the audit trail. This adjusting entry can be viewed in
the award list by clicking “+” next to the award.

The award needs to again be transferred to the Billing module, at which time
only the adjusted amount will be transferred. No adjustments are
automatically made to any transactions in the Billing module.

Step-By-Step: Delete Awards in Financial Aid After They
Have Been Transferred To Billing

1.

From CAMS Enterprise Home page, click Financial Aid >Maintenance
>Awards to access the Financial Awards list.

Click the award to be deleted, then click Delete. The award temporarily
disappears from the list. Close the Maintenance >Award window, then
reopen to refresh the data. An adjusting entry will be created in the Financial
Award form for the audit trail.

The deleted award now displays in the award list with a zero amount. This
adjusting entry can be viewed in the award list by clicking "+” next to the
award. The following comment displays in the Adj Comment field: “Award
has been transferred to billing, zeroing out amount instead of removing
award.”

The award needs to again be transferred to the Billing module, so that the
change is reflected in the Billing module.
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Adjusting Awards within the Billing Module

— Step-By-Step: Adjust Award Amounts in the Billing Batch
=2

s
2.
3,
a.

1,
&

2.

3,

From the CAMS Enterprise Home page, click Billing >Batch. A list of all
batches displays which have not been distributed to the student ledger
displays.

Double-click the appropriate batch. The Student Batch Transaction list
displays.

Double-click the appropriate award (batch transaction). The Transaction
entry form displays.

Enter the adjusted amount and click Update. The Student Batch Transaction
list appears with the adjusted amount displayed in the award. Currently, if the
award amount is adjusted in the Billing Batch, no record of the change is
reflected in Financial Aid. (No audit trail is maintained.)

Step-By-Step: Delete Awards in the Billing Batch

From the CAMS Enterprise Home page, click Billing >Batch. A list of all
batches displays which have NOT been distributed to the student ledger
displays.

Double-click the appropriate batch. The Student Batch Transaction list
displays.

Click the appropriate award (batch transaction), then click Delete. A
message displays requesting confirmation of the deletion, click Yes. The
award is removed from the batch, and is “unmarked” from billing, meaning
that it no longer shows as being transferred and can be transferred again
when ready. The following comment displays in the AdjComment field of the
award in the Financial Award form: “Unmarked from Billing Batch...”

,—5—, Step-By-Step: Delete (Void) Awards in Billing Ledger

= .
2.
3.

From the CAMS Enterprise Home page, click Billing >Maintenance. The
Student Billing Ledger for the selected student opens.

Click the appropriate transaction and click Void. The Enter Void Transaction
form displays the selected transaction.

Enter the void reason, then click Void. A message displays to inquire
whether you want to update the database immediately. Click Yes, unless you
would rather update later. The transaction in the Student Billing Ledger is
marked as voided. If the transaction was previously posted, an adjusting
transaction is created in the ledger. The following comment displays in the
AdjComment field of the award in the Financial Award form: “Adjusting entry
created out of billing due to voided transaction”, and the award reflects a
“zero” amount.
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Remove No Show Awards

For those students who have awards assigned for a specific term, but do not
have any academic records (either have not registered, or registered and
dropped out or completely withdrew), CAMS provides a quick and easy process
to remove awards that have not been sent to billing, or adjust awards that have
been sent to billing to zero amounts.

Step-By-Step: Remove Awards from No-Show Students

1. From the CAMS Enterprise Home page, click Tools >Processes
>Financial Aid >No Show Remove and select a Term.

5!

g S -~
' = Criteria ¥ Awards ¥ LProcess b
Criteria @Save [ Help % Reset

Term |5P-11

Does Not Have Any (i8]
Academic Records That Are |[8]

If Student Has Academic Records |
Exclude the Following Grades {for example \W) .

FINTIINS

=

Figure 94: Remove No Show Awards window

2. Select either Official or Unofficial (or both by selecting each one) in the
Does not have any academic records that are field. CAMS looks at the
Student’s transcript maintenance record (SRAcademic table) to see if course
records exist for either official or unofficial registration.

3. If applicable, select grades to exclude from the If student has academic
records exclude the following grades (for example W) field. This would
then allow students with a course record with the specified grade to be
included on the removal list, even though the course record does exist.

4. Click Initiate. If no course records are found for the selected term, but
awards have been applied to student records, then those students’ names
display on the Awards tab in the No show awards for removal data grid.
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If a student displays on this list that should NOT have the awards removed
(for example someone with a late start), then highlight the appropriate record
and click Delete. This will ONLY remove the student from the award removal
list, and will not delete the awards assigned to that student.

If desired, click Report to print a report that displays which students and
awards are about to be removed.

Click the Process tab, and then click Process to remove awards from the
students listed in the No show awards for removal data grid on the Awards
tab. Awards that have NOT been sent to Billing will be completely removed
from the student’s record, and those awards that have been sent to Billing or
exported to COD will have the amount adjusted to zero so that the zero
amount can be sent to Billing or exported to COD.
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Work Study allows the institution to keep track of jobs, hours, and salaries for
those students who are assigned to the program. It’s ease of set up and use can
quickly provide necessary information to ensure that students receive accurate
credit.

Work Study Setup

There are several glossary tables that need to be populated before you can
assign work study to students.

e FINWSJobs — Enter all jobs that are available for work study
participants. Detail about the jobs will be set up later.

e FINWSPayFreq — These values will determine how often payment is
dispersed, i.e. Weekly, Bi-weekly, etc.

o FINWSPayUnit — This table is the payment rate, such as Hourly,
Daily, etc.

e FINWSStatus — This table is the status of the job, for example Open,
Closed, Filled, etc.

The Workstudy Setup page must be completed in order to determine
how Jobs, Workers, and Time Sheets will be created. There are three
sections to this area:

e Jobs Setup: Allows for specific requirements to be configured, such
as doc tracking and award info.

e Workers Setup: This configures the actions associated with creating
a worker.

e Time Sheet Setup: This configures the actions associated with
creating a timesheet.

A Note: Jobs must be created before workers can be assigned correctly. Changes made to
K}r existing jobs must be updated and the record closed before the changes will be applied.
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_ Step-By-Step: Populating Workstudy Setup
l'_gl 1. From the CAMS Enterprise Home page, click Financial Aid >Setup

‘e(:«’i\/ >Workstudy Setup. The Workstudy Setup window opens.
Workstudy Setup @ Help % Cancel
Jobs Setup

Max Units Allowed Required
Max Amount Allowed Required
Award Type Required
Document Tracking Sequence Required(Not tied to Fin Aid Package)
Document Tracking Sequence Required(Tied to Fin Aid Package)
Workers Setup
Allow Job Override
Worker Record Can Change Job
Financial Aid Package Required
Create Fin Aid Award When Worker Record Is Created
Existing Fin Aid Award Required When Worker Record Is Created
Time Sheet Setup
Start/End Dates Required
Check Timesheet Overlap(by day)
Check Document Tracking Sequence(s) Complete
Update Fin Aid Award Amount
Disable Mass Add Button

Figure 95: Workstudy Setup window

2. Inthe Jobs Setup section, choose the items that are required by your
institution.

a. Max Units Allowed Required — will make this field required on
the Jobs setup detail window.

b. Max Amount Allowed Required — will make this field required.

c. Award Type Required — will force the selection of an Award
Type for a job. Students cannot be assigned to a job until
Awards are linked to the job if this option is enabled.

d. Document Tracking Sequence Required (Not tied to Fin Aid
Package) — will force the selection of a document group in the
Document Group (Not tied to Fin Aid Package) drop-down.

e. Document Tracking Sequence Required (Tied to Fin Aid
Package) — will force the selection of a document group in the
Document Group (Tied to Fin Aid Package) drop-down.
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3. Inthe Workers Setup section, choose the items that are required by your

institution.

a.

Allow Job Override — enable this to allow CAMS users to
override the Pay Unit, Pay Rate, Max Units Allowed, and Max
Amount Allowed fields for individual students in the Job detail.

Worker Record Can Change Job - if this is checked, a worker
record can be moved from one job to the other. This will cause
the current record to be inactivated and a new record to be
activated.

Financial Aid Package Required — requires the selection of a
Financial Aid Package.

Create Fin Aid Award When Worker Record Is Created —
creates a Financial Aid record for the student upon creation of
the worker record

Existing Fin Aid Award Required When Worker Record Is
Created — requires an existing financial aid award for the student
in order for a Worker to be created using them. Note — If this is
checked, an award cannot be created (see previous step) at the
time the worker record is created — the Award and Financial Aid
Status must already exist. It is recommended to use "Financial
Aid Package Required" (above) when using this option.

4. Inthe Time Sheet Setup section, choose the items that are required by your

institution.

a.

Start/End Dates Required — requires that a start/end date be
present on the timesheet

Check Timesheet Overlap (by day) - if this is checked, multiple
timesheets may be entered for the same date

Check Document Tracking Sequence(s) Complete — this
checks to make sure any Document Tracking Sequences that
are required be completed before proceeding

Update Fin Aid Award Amount — this, if checked, will result in
related financial aid awards updating upon the timesheet being
saved

Disable Mass Add Button — allows for the mass addition of
timesheets to be disabled
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Create Work Study Jobs

o

5]
< Zf_z)/yﬁ,a/

Once the appropriate tables are populated, jobs can be created.

Step-By-Step: Create Work Study Jobs

1. From the CAMS Enterprise Home page, click Financial Aid >Workstudy
>Maintenance. The Work Study Jobs window opens.

Jobs [Z] Help . Close
Term ISF'—12
g Initiate:
Job StartDate EndDate Paylnit PayRate PayFreguenc
1 Grounds Maintenance 22012 12:00: 61/2012 12:00: Hourly

Figure 96: Work Study Jobs window

2. Enter the appropriate Term and click Initiate. A list of jobs for the specific
term displays.

3. To add a job, right click in the data grid. A blank Job Details window is
displayed.

Job Details
Job - Department -
Supervisor Type Contact - Supenisor ID I—
Supervisor l— @ Pay Rate l—
Pay Unit - Pay Frequency -
StartDate | EndDate|
Max Units Allowed | Max Amount Allowed [
Document Group{Mot tied to Fin Aid Package): -
Document Group{Tied to Fin Aid Package): -
Created By | on: |
Changed Ely:l On:l

[ O A ] [ Cg concel

Figure 97: Job Details window

4. Select the Job from previously defined FINWSJobs Glossary table.
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Select the Supervisor Type, either Contact or Faculty. This field must be
selected before you click on the Supervisor search icon. If Contact is
selected then the search icon will look in the Contacts table, Admissions
>Contacts. If Faculty is selected it will look in the faculty table, Faculty
>Maintain.

Select the Supervisor using the search icon.

Fill in these required fields.
e Pay Rate is the amount per unit the student will receive.
e Pay Unit is how the student accrues pay.
e Pay Frequency is how often the student is paid.

Fill in additional fields as necessary.

Click Add to add the job or Cancel to cancel the data entry.

Highlight a job in the grid then click the Assign Awards tab to link awards to
that job. Depending on the requirements assigned in Workstudy Setup, it
may be necessary to assign awards to a job before assigning students to the
job.
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Assign Awards

o

=
< &G‘:@/

Awards can be assigned to Jobs. Depending on set up options set as "required"
in Workstudy Setup, awards may be automatically assigned to a student upon
assigning a job or Financial Aid Status records and awards must already be
assigned to students prior to assigning jobs.

Step-By-Step: Assign Award(s) to a Workstudy Job

1. From the CAMS Enterprise Home page, click Financial Aid >Workstudy
>Maintenance. The Work Study Jobs window opens.

2. Enter the appropriate Term and click Initiate. A list of jobs for the specific
Term displays.

3. Left-click to highlight a Job in the grid, then click the Assign Awards tab.
Information about the selected Job appears at the top of the tab.

. wJobs  Workers

Termr Job | Lab Assistant
Supernvisor Type | Contact Supenisor D Ii
Supewisorl— Department
Award Type: 14878 -

Add Awards

AwardTypelD | AwardDescription |
5 OWAWOR ;I
2 10 \WORKSTUDY J

l Q Delete g Return l

Figure 98: Workstudy Assign Awards

4. Select the Award Type, then click Add Awards.

If Workstudy Setup has the option "Create Fin Aid Award When Worker is
Created" selected, only one award may be assigned to the Job. The award
will be assigned to the student upon assignment of the job.

6. If Workstudy Setup has the option "Existing Fin Aid Award Required When
Worker Record Is Created" selected, multiple awards may be assigned to
jobs. When the job is assigned, the student must have only one award of any
of the Award Types linked to the job in their Financial Aid Maintenance for
the Financial Aid Package selected when assigning the job.
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Assign Students to Work Study

=

=
P4

Use the Workers tab to assign students to various jobs.

Step-By-Step: Assign Students To Work Study

1. From the CAMS Enterprise Home page, click Financial Aid >Workstudy
>Maintenance. The Work Study Jobs window opens.

2. Highlight the Job that a student is to be assigned to.

3. Click the Workers tab. The student workers window displays.

Term |FA—D4 Job |ElurgerKing j

| [Lastitame  [Firstiame  [MiddleName  [STudertic [active [status [eracrous [
AQOOO0BIEET v

0001317 [v]

== Delete |

Time Sheets

insertTime
202172004 3:0¢

AmourtEarned | Startdate
$23.00 121 32004 1201252102004 120

L
=]

Figure 99: Student Workers window

The top data grid displays students in the work study system. The bottom
grid displays the records of hours worked for a selected student.

4. Right-click in the upper data grid to assign a student to the selected job.

Student Worker
Jab Department

Last Mame Student ID
Middle Name System ID i)
First Mame

Active

Work Study Status

Financial Aid Package

Notes

Figure 100: Work Study Job Assignment window

5. Select the student using the Student Lookup icon.

The Active field is used when the Mass Add feature is used in the
Timesheets section.
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7. Fillin the Work Study Status (Glossary Table: FINWSStatus) and Notes
fields, if necessary.

8. Click Add to add the student or Cancel to cancel the data entry.

Create Timesheets

Once a student has been associated with a job timesheets can now be entered.

Step-By-Step: Create Timesheets

> 1. Highlight the student that the timesheet is to be created for, then right click in
the Timesheet grid.

2. Enter the Start and End dates.

3. Enter the number of Units Worked and the Amount Earned will compute
automatically based on Pay Rate previously established for the job.

4. Click Add to add the timesheet to the grid or click Mass Add to add a
timesheet for each student associated with that specific job.

There are two Work Study reports, Roster and Timesheets.

. S oCiteria . #0Report

Criteria Help J Re
rJob Criteria
Termis) SU1-D4 Job |Burger King
SU-04 = Lab Assistant
Supervisor Type IContact 'l Used anly for lookup g
i Department |ADMIMISTRATION
Supervisor | L BUSINESS OFFICE x|
Pay Unit [Hours Pay Frequency [VWeekly g
weekly EIiWeekIy;I
Job Start Date From | | JobStart Date To | -
Job End Date From | - Job End Date To | -
Criteria
Student | L Work Study Status | Active g
Cancelled ;I
Status Term |FA-11 g Student Load |Audit g
SP-11 =l Full Tirme x|
Gpa Group |1stYear g
Associate LI

Figure 101: Work Study BYOR Criteria window
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5. Select criteria fields then click the Reports tab.

Time Sheet Criteria
StartDatefrom[ | StatDateTo| |
EndDateFrom[ | EndDateTo[ =
Units Worked From I— Units worked To I—

Report IRoster 'I

Time Sheets
& Print |

Figure 102: Work Study BYOR Criteria window

6. Select any necessary reporting dates, select the report and click Print.

Three Rivers QA

1272220 Work Study Job Roster Page 1 of
FA-04
Department: ADMINISTRATION
Job Start Date End Date Supervisor Pay Unit Pay Rate
Burger King 122142003 12/21/2005 weekly 2300
Student Name Student ID Active Status
Gang, Sou A0000089687 False Active
Mars, Roger A0D00001317 True Active
Figure 103: Work Study Roster Report
1222120 Work Study Time Sheet Page 1ot |
Term FA-04
Burger King
Gang, Sou A0000089687
Startdate EndDate Units¥Worked ~ Note AmountEarned
124132004 124224200 2.00 $46.00
Total for Student $46.00
Mars, Roger A0000001317
Startdate EndDate Units\Worked ~ Note AmountEarned
12132004 124214200 1.00 $23.00
12132004 124224200 2.00 $46.00
Total for Student $69.00
Job Total $115.00

Figure 104: Work Study Time Sheet report
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Although many institutions package awards using CAMS, awards can be
imported into CAMS from outside sources, including EDE Award Packages, EDE
Awards (not included in a package, PowerFAIDS, and more.

Step-By-Step: Import EDE Awards as a Package

1. From CAMS Enterprise Home page, click Tools > Import > Financial Aid
> EDE Awards. The EDE Awards Import File form opens.

Financial Aid Calendar
Academic Year: | 2004-2005 « Financial Aid Year: | FA'SPISUDS

WTrs-thimporEDE AW/

Figure 105: EDE Awards Import File window
2. Select the appropriate Academic Year and Financial Aid Year.

Note: For students with existing financial aid status records for the Academic Year
selected, the existing status is retained. For those students who do not yet have a status
record for that Academic Year, CAMS creates a status record using the Academic and
Financial Aid year selected.

3. Click Browse to open the Choose File window.

Note: The import file must be located on a share and you must browse to the file through
Network Places, even if the file is on the local machine, so that a Universal Naming
Convention (UNC) path is listed in the File field. Example: \MyComputer\MyFolder. It
cannot use a drive:\filename format such as C:\importfile.txt.

4. Select the appropriate file and then click Open. The file name displays in the
File field of the Select Awards Import File form. If this is the correct file, click
OK. The terms in the calendar year display.

5. Click Initiate. CAMS compares the social security numbers, financial aid
year, and fund codes of the student records being imported to records in the
CAMS database. If a student already has a financial aid status record, CAMS
calculates and imports award totals based on the distribution calendar. If a
student does not have an existing financial aid status record, then the Terms
in Calendar data that corresponds to the Academic and Financial Aid Years
selected will be used to calculate the award totals in CAMS. After calculating
the total amount to import into CAMS, awards will be distributed according to
the term calendar. After CAMS completes these calculations the list of
records appears.
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Awards to be Imported

CamsLasthlar  |CamsFirstiar  |CamsMiddlieM | StudertiD StudertSSh StudertUID Lasthame F
il Aalbe -
2| Aalbers Randel R A0011111129 |000-00-0000  |303 [vhg S
3] Aalbers Randel R A0011111129 |000-00-0000  |303 o o
4] Aslbers Randel R A0011111128 |000-00-0000  |303 D &
5| Aalbers Randel R A0011111129 |000-00-0000  |303 L 2
6l Aalbers Randel R A0011111129 |000-00-0000  |303 Oy £
7 | iller Mike Bullnoze AG9453 999-99-9993  |7a9 SLEY E
& |hdiller |Mike Bullnoze A9453 999-99-9993  |799 SLEY E~
KN [
Awards that cannot be imported
CamsLasthat  |CamsFirstat  |CamshiddlieM | StudertiC StucertSsh StucertUIT Lasthame F
1 -
2 [MULL] [MULL] [MULL] [MULL] 002-66-3176  |[MULL] CTA g
£ MULL] MULL] MULL] MULL] 002-66-3176  |[MULL) CIA S
4 MULL] MULL] MULL] MULL] 002-66-3176  |[MULL] CI& £
= [MULL] [MULL] [MULL] [MULL] 002-66-3176  |[MULL] CTA <
[} MULL] MULL] MULL] MULL] 002-66-3176  |[MULL) CIA 5
i MULL] MULL] MULL] MULL] 002-66-3176  |[MULL] CIA ¢
g [NL|ILL]| [MULL] [MULL] [MLULL] 002-74-4579  |[MULL] ERTS |L
4 3

Figure 106: Awards Import List window

The top section of the window displays those awards that have matched all the
criteria listed in item 5 above and can be imported into CAMS Enterprise. The
bottom section of the window displays an exception list of awards that have not
met all the criteria and will not be imported.

Note: Fund codes must be the same in the Financial Aid Award reference table.

Awards to be Imported

CAMSAmoun
$2,011.00

Amount to Impart
$0.00

=

il 52 011.00

21$1,200.00 14 $1,200.00 $0.00

31$3125.00 14 a4 FASPEU04 5312500 $0.00 b
41$3,125.00 14 138 FASPISU04 5000 $3125.00
51$3,500.00 14 !STAFFORD 94 FASLPIEU04 5000 $3,200.00

Figure 107: Award Amounts

The EDETotal column displays the amount that EDE lists the award amount to
be. The CAMSAmount column displays any existing amount that CAMS
Enterprise has listed for the student for this calendar year. The Amount to Import
column displays the amount that CAMS Enterprise will import.

Note: If an award is imported a subsequent time with a different amount CAMS Enterprise
will create an additional transaction with an adjustment amount for the award. If the award
was originally $500 and subsequently it was now importing as $600, a $100 adjustment
transaction will appear for the term and will be imported.
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Click the Import tab to import awards.

. < Criteria f \J EDE--" 2 -l Impun

Import EDE Awards Help 4 Close

Acadermic Year: | 2007 R4

Financial Aid Year as shown on records on Tah 2

"New Financial Status Records

Package as Load ¥ | Package Status VI

MOTE: The ahove selections effect new Financial Status records only
Existing Financial Status records will not be effected by the 2 selections ahove
Awrards will be packaged using the Academic Year Above and the Financial Aid Year on the records on tab 2

The direct cost type assigned to new and existing financial status records will be assigned using budget rules in Financial aid -= setup -= budget
rules

|A
Import Only Awards with Fund Decision to Accept |0

Award status mapping

Figure 108: EDE Import tab

You may define the Packaged as Load (Glossary Table: Student Load),
Direct Cost Type (Glossary Table: FINAID Direct Costs), and Package
Status (Glossary Table: Packaged Status) for all students for whom a new
Financial Aid Status record is being created during the import process.
Students with existing Financial Aid Status records will retain their current
information and will not be affected by these selections.

You may leave the Import Only Awards with Fund Decision to Accept
field blank to import awards with all fund decisions, or you may highlight the
appropriate choice to import only the awards corresponding to that choice.
This selection is derived from the Fund Decision field which displays in the
EDE Awards Data tab.

Note: Even if you do not select any Fund Decisions the codes listed in the selection field
must be mapped in the Award Status Mapping field.

9.

10.

For students for whom a new Award Record is being created, you may apply
an Award Status (Glossary Table: FINAID Status), and you must click Yes or
No to indicate whether the award total should Show on Billing Statements.

Click Import. Once awards have been imported, a confirmation message
displays. Awards can now be viewed by selecting the student accessing the
Financial Aid Maintenance window. Select appropriate academic and
financial aid years, then click the Financial Award tab.

If an award is deleted in EDE, CAMS Enterprise will not automatically delete
the award. It must be manually deleted from CAMS Enterprise.
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Step-By-Step: Import EDE Awards Direct

> CAMS Enterprise also provides the ability to import EDE Awards directly to the
student’s financial aid account without packaging.

1. From CAMS Enterprise Home page, click Tools > Import > Financial Aid
> EDE Direct. The EDE Direct Import form opens.

‘ i oTerm R -~ Exceptions lmport

Term mapping Help  Cancel

[Trs—r\—d\D own\oad\EDE| Browse.. |

File mustbe reachable from database server

Term mapping

Token TextTerm Termcalendarll

=

SPRING SP-05 129

ﬂ of

Using File WTrs-rl-diDownloadijunk? td

Q Load Term Data | & Get Awardsl

Figure 109: EDE Direct Import window
2. Click Browse to open the Choose File window.

A3 Note: The import file must be located on a share and you must browse through Network
~— N Neighborhood, even if the file is on the local machine, to the file so that a Universal
k S Naming Convention (UNC) path is listed in the File field. Example:

T \\MyComputer\MyFolder. It cannot use a drive:\filename format such as C:\importfile.txt.

3. Select the appropriate file and then click Open.

The EDE import file does not specify what terms to associate the awards with.
You must set the terms to associate the awards. There are two ways to do this.

e Set the PowerFAIDS POE Token field in the Term Calendar setup
screen to match the EDE term code. When the Load Term Data
button is clicked the two terms matching this code will display in the
Term Mapping data grid.

A Note: To use this option the EDE term code will have to be changed to the appropriate
"K}-: term for subsequent imports.

e After the Term Mapping is loaded double click the term in the data
grid to change it to the correct term.

"Term map

Term Taken |FALL Cams Term Equivalent I FA-04 'I

Figure 110: Change Import Term

4. Click Load Term Data and verify that the terms are correct.
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5. Click Get Awards to begin the import process. This may take several
minutes.

The awards that will be imported are displayed on the Award tab.

,-"-(JTB"’I’I
.

SEN CAMSLazthla  |CAMSFirstia | CAMSMiddler | StudentiD StudentUiD POEToken [
1 9876 ;- |
2 543219876 marsh eoff A0000001247 | 435,061 SPRING &
3 558385555 Marsh Harry 00000001338 |47 521 SPRING £
4 833358883 Marsh Harry 00000001338 |47 821 FALL F
S 558385555 Marsh Harry 00000001338 |47 521 FALL F
g 558385555 Marsh Harry 00000001338 |47 521 SPRING £

I ﬂ;‘

Figure 111: Awards to be imported

6. Click the Exceptions tab to see awards that will not be imported. Click the
Print button to print an Exception report.

Exceptions Help % Cancel
Duplicates =
SN [camsiastia [camsFistiia [camsniddier [studernto [Studerntun [PoEToken 7
E
=
JEN IR v
Exceptions
E= CiMELasttla [CAMSFirstha  [CAMEMidder [StudentD StudentdD  [POEToken [T
1 00 . ﬂ
2 002745383 |[NULL] [NULL] [NULL] JNOLL] [MLILL] FALL =
3 002745383 |[NULL] [MULL] [NULL] [NOLL] [MULL] FALL B
4 002745383 |[NULL] [MULL] [MULL] [MULL] [MULL] FaLL B
5 002745383 |[NULL] [MULL] [NULL] JNOLL] [MULL] FaLl B
3 002745383 |[NULL] [NULL] [NULL] [NOLL] [MULL] FALL B
7 002745383 |[MULL] [MULL] [MULL] [MULL] [MULL] FaLL B
g 02745385 |[NULL] [NULL] [NULL] [NOLL] [MLILL] SPRING Sw
K1 v

Walid student SSM, Term token, and Fund Code (in award reference table) are required

5 Prinit i

-

Figure 112: Awards that will not be imported

Duplicate awards and awards that do not match SSN, PowerFAIDS POE
Token, and Fund Code will not be imported into CAMS Enterprise.
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7. Click the Import tab.

rFinancial award criteria

Date of awards [£/3/2005 -

Add as new awards

Overwrite awards

Status for new awards 'l

Show on Billing Statement & ves  pg

& Processl

Figure 113: Import Award window

8. Set the Date of Awards.

9. Determine if the award should be added as a new award or overwrite the
award.

Note: If Overwrite Awards is selected then CAMS Enterprise will determine if the award
exists. If it does not then it will be imported as a new award. If it does exist then CAMS
Enterprise will determine the difference and import this amount as an adjustment to make
the existing award match EDE.

10. Set the Status for New Awards and if the awards can be displayed on
Billing Statements.
11. Click Process to import the awards.

If an award is deleted in EDE, CAMS Enterprise will not automatically delete
the award. It must be manually deleted from CAMS Enterprise.
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Troubleshooting EDE Awards Import

When an error occurs importing an EDE Awards file there are usually three
reasons why this happens.

e Duplicate Entries
e Improper Access Rights
¢ Incorrect File Layout

When the error occurs you will usually see the error below. This is a generic error
and does not actually tell you what the issue is. You should contact your CAMS
Manager and have them check the View Error Log to get the specific information
needed to resolve this issue.

¥BScript: EDE Awards Impork ﬂ

& data or business logic error has occurred in this application. Information about this error
has been logged in wour institution's database, The Following information will assist
suppart personnel in troubleshooting the problem:

Error nurnber: 100
Errar description:Unable ko complete CaMSImport:busImport: ReadEDEfAwardsData method

Figure 114: EDE Award Import Errors

This error specifies that more than 1 value was returned. What that signifies is
that there is a duplicate award entry for the student. Check the file and resolve
any duplicate entries and then retry the import process.

r Error Details
Froject |CAMSImp0n Class |bus|mp0n
Method [ReadEDEAwardsData  User Mame [RUSSL
Cams Error Mumber |1 a1}
Unahle to complete CAM3Import:buslmport:ReadEDEiwardsData ﬂ
method
Cams errar Description

visual basic Error Mum |-2147467258

Subcuery returned more than 1 walue., This is not permitced ;I
when the subguery follows =, !'=, <, <= , >, »= or when the
visualbasic Err Desc |[subgquery is used as an expression.

Code Line [310

Figure 115: Duplicate Entries

This error specifies that the SQL server does not have read rights to the file. It is
always recommended that the file be placed either directly on the SQL server in
a shared directory or on the IS server in a shared directory that is in the same
domain as the SQL server. Check the file rights and then retry the import
process.
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r Error Details

Froject ICAMSImpon Class Ibuslmpon
Method IReadEDEAwardsData User Mame IRUSSL
Cams ErrorNumberImD

Unahle to complete CAMS3Import:busImport:ReadEDElwardsData :J
method

Cams error Description

visual hasic Error Mum |-21 47217800

Cannot bulk load because the file ™4 Trs-rl-w\Download\EDE :J
ImportyEDEAwardImport DW.txt™ could not be opened.
visual hasic ErrDesc [Operating system error code 5i{lccess is denied.).

=

Code Line |31D

Figure 116: Improper Access Rights

This error specifies that the file is not configured correctly. There could be extra

characters, lines or some other issue. There could also be a change in the setup
of CAMS Enterprise which now does not match what is in the file. Check the file

or CAMS Enterprise setup for errors and then retry the import process.

r Error Details

Froject |CAMS\mp0n Class |bus|mp0n
Method IReadEDEAwardsData User Mame IRUSSL
Cams ErrorNumberImD

Unahle to complete CAMZImport:busImport:ReadEDEiwardsData :J
method

Cams error Description

visual basic Error Mum |-21 47217913

Cannot convert & char walue to money. The char wvalue has :J
incorrect syntax.

visual hasic Err Desc

=

Code Line |31D

Figure 117: Incorrect File Layout
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_ Step-By-Step: Import PowerFAIDS Awards
“DJ 1. From CAMS Enterprise Home page, click Tools >Import >Financial Aid

<&E@’) >PowerFAIDS. The PowerFAIDS Import form opens.
Read Awards @ Help ¥ Close

File mustin a sharable directory reachable from the database semver

Figure 118: PowerFAIDS Import File Criteria tab

2. Click Browse to open the Choose File to Upload window.

Note: The import file must be located on a share and you must browse through Network
"h)@ Neighborhood, even if the file is on the local machine, to the file so that a Universal
% ol Naming Convention (UNC) path is listed in the File field. Example:
e \\MyComputer\MyFolder. It cannot use a drive:\filename format such as C:\importfile.txt

3. Select the appropriate file and then click Open.

4. Click Initiate. CAMS compares the social security numbers, fund codes
(assigned to awards in Financial Aid >Setup >Award Reference), and POE
Token (assigned to terms in CAMS Manager >Lookup Table Options >Term
Calendar) of the student records being imported to records in the CAMS
database. The list of records appears.

Awards to Import
LastName FirstName StudentSSN FundCode POEToken Transdate StudentUID Camsl
1 ARDO RR g5 D B 0 00: 100,626 do [P
2 CARDO JERRY TIT-55-1111 DL UNSUB 21 /872012 12:00:| 100,626 Cardo

K ;Iﬂ

Exceptions
LastName FirstName StudentSSN FundCode POEToken Transdate StudentUID Camsl
1 AR 99 4 D B 0 0 H -
2 HART T T77-95-1114 (DL UNSUB 20 2082012 12:00: [[NULL] [NULL
3 HESS SHARON T77-89-1115 DL 5UB2 21 ZIB72012 12:00: |[NULL] [MULL:
4 HESS SHARON T77-95-1115 (DL UNSUB 21 2082012 12:00: [[NULL] [NULL
3 JAMES FRANKLIN TIT-55-1112 DL UNSUB 21 2/B/2012 12:00: |[NULL] MULL
KOEMAN MARVIN T77-99-1118 (DL SUB 20 2082012 12:00: [[NULL] [NULL
. LONG BILLY TI7-8%-1117 DL UNSUB 20 2872012 12:00: |[NULL] [MULL
8 MORGAN BEVERLY T77-95-1113 (DL UNSUB 21 2082012 12:00: [[NULL] [NULL v|
A1 [
Students matched by SSMN. Awards by FundCode. Terms by POEToken. Up to 2 additional fields may be used to match
on TranslD.
= Print

Figure 119: PowerFAIDS Awards window
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5. The top data grid of the window displays those awards that have matched all
the criteria listed in item 4 above and can be imported into CAMS Enterprise.
The bottom section of the window displays an exception list of awards that
have not met all the criteria and will not be imported.

Awards to Import

AwardType Termcalendar | AwardTypell |Powerfaidsd |TransiD CAMSTotal AmountTolmp

Stafford Unsub | 185 §2,985.00 52,985.00

(| DN

Figure 120: PowerFAIDS Award Amounts

6. Inthe top data grid, scroll all the way to the right to view the following fields:
e PowerfaidsA field lists the amount that PowerFAIDS is awarding.

e CAMSTotal is the total amount already existing in CAMS Enterprise
for this term.

e AmountTolmport field is the amount CAMS Enterprise will import as
a separate transaction.

7. The Print button below the data grid will display an exception report, which
can be used to analyze those awards that did not import.

PowerfaidsName CamsName FundCode AwardTvpe POEToken Term
HART.TIM =M - DL UNSUB Stafiord Unsub 20 SP-12
HART, TIM DL SUB SubLoan 20 SP-12
HESS, SHARON DL SUB2 M ng*>* 21 Wl-25
HESS, SHARON DL UNSUB Stafiord Unsub 21 Wi-25
JAMES, FRANKLIN DL UNSUB Stafiord Unsub 21 W25
KOEMAN, MARVIN DL SUB Subloan 20 SP-12
LONG, BILLY DL UNSUB afford Unsub 20 SP-12
MORBAN, BEVERLY DL UNSUE fiord Unsub 21 W25
TRUNE, MARILYN DL UNSUB Stafiord Unsub 21 WI-25
TRUNE, MARILYN DL SUB Subloan 21 Wi-25

Figure 121: PowerFAIDS Exception Report

Note: If an award is imported a subsequent time with a different amount CAMS Enterprise
will create an additional transaction with an adjustment amount for the award. If the award
was originally $500 and subsequently it is now importing as $600, a $100 adjustment
transaction will appear for the term. CAMS will NOT import awards more than once if the
award amount has not changed.
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Click the Import tab. The Import Awards form displays.

Import Awards [Z) Help % Close

- Import Options

Academic Year 2011-2012 - Financial Aid Year 2011-2012 -

Show Awards on Billing Yes -
Statement (Pending AID)
Award Status Determination

Manual

Determined by Award Reference Table @

~ Update Award Flags (stat IshowOn Stats t) On
Update Flags Inserts Only -

=

Figure 122: PowerFAIDS Import tab

Select the Academic Year and Financial Aid Year for the imported awards.
This determines the Origination Fee Percent and Interest Rebate Percent for
DLSUB, DLUNSUB, and DLPLUS COD Award Types as set in Financial Aid
>Setup >Award Reference.

Select Yes to Show Awards on Billing Statement (Pending AID). This
value overwrites the designation in Financial Aid >Setup >Award Reference
table. For example, if No is selected here, then all awards imported in this
process will NOT show on a billing statement, even if the designation in the
award reference table is set to Yes.

Select whether the Award Status Determination is Manual or whether it will
be Determined by Awards Reference Table. If the Manual option is
selected then values for the Award Status, Credit Status, Code 1 and
Code 2 fields can be determined here. If Determined by Awards Reference
Table is selected, then the values for the Award Status, Credit Status, Code
1, and Code 2 fields will be set based on the default values in those fields for
each award in the Award Reference table.

Select the appropriate value for the Update Awards Flags
(statuses/showonstatement) On field. This determines which award status
values will be updated based on the Award Status Determination if Manual is
selected. Available values are as follows:

o All Awards Even awards for which no amount will be imported will
have statuses changed based on these selections.

e Inserts/Updates Only new awards and awards which will have an
adjusting amount imported will have statuses defined or changed
based on these selections.

¢ Inserts Only Only NEW awards will have statuses defined based on
these selections. Existing awards for which adjusting amounts will be
imported will retain the statuses defined during the original import.
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Click Import. CAMS imports new awards and adjusting amounts on existing
awards according to the specifications defined for the import process.

For COD awards, the Origination Fee Amount and Interest Rebate Amount
will be calculated based on the amounts entered in Award Reference for the
selected Academic year. A Financial Aid Status record will be created and
linked to any new awards imported based on the set up in Financial Aid
>Setup >Yearly Setup for the Academic Year and Financial Aid Year
selected.

During re-import, if a different Academic Year and/or Financial Aid Year is
selected other than what was selected during the original import a pop-up
displays indicating this.

VBScript: Powerfaids Import 3

% One or more awards in this import already exist under
' a different Financial Aid Status record using an
~ Academic Year/Financial Aid Year other than the ones
selected, Existing awards will be updated in existing
Academic Year/Financial Aid Year. Any new awards will
be imported and a Status record created for the selected
Academic Year/Financial Aid Year. Continue?

Yes MNo

Figure 123: PowerFAIDS pop-up

16. Click Yes to import any new awards using the Academic Year/Financial Aid

Year selected and update any previously imported awards without changing
their Academic Year/Financial Aid Year. Click No to cancel the import then
select a different Academic Year/Financial Aid Year.

Note: If an award is deleted in PowerFAIDS CAMS Enterprise will not automatically delete
the award. It must be manually deleted from CAMS Enterprise.
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PowerFAIDS Import File Layout

The import file layout is a comma delimited text file with the following fields in

The following order:

SSN

First Name

Last Name

EDE/PowerFAIDS Fund Code (in Award Reference Setup)

POE Token (in Term Calendar, which determines what term to bring
in the award.)

Date of the Award

Amount

Note: Up to two additional, optional fields with a maximum of 50 characters total
combined may be used after Amount to match awards. These fields are recorded in the
- Award TransID field in Financial Aid Maintenance. Typically these fields will be used for
e the CommonLine unique identifier and disbursement number.
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CAMS Enterprise can export selected student data into a file that is compatible
with PowerFAIDS™ importing. The exported text file is designed to PowerFAIDS
External Update Flat File Format (Rev 8.2).

Unit4 Education Solutions, Inc. cannot detail the steps for importing the text file
into PowerFAIDS™. Refer to the PowerFAIDS™ documentation.

Step-By-Step: Export PowerFAIDS™ Student Data

1. From the CAMS Enterprise Home page, click Tools >Export >Financial
Aid >PowerFAIDS. The Export To PowerFAIDS window opens.

‘JCn‘vteﬁr]a“ e e

Criteria Help 9 Cancel

Export Term: I

Student Identifier  Student SSM ' Student D
Type of student © Returning @ New

Graduate GPA Groups |1stYear
Associate ;I

Address type to export I b l
SAT Test I 'l

Select Score to use for Sat Verbal I 'l
Select Score to use for Sat Math I 'l

ACT Test I 'l

Select Score to use for Act Composite I 'l

Figure 124: Export To PowerFAIDS window

2. Enter the Export Term. The student must have a Status record for this term.
Select either Student SSN or Student ID.

4. Select the Type of student. If Returning is selected then the SAT and ACT
fields do not display or export. If New is selected then you must enter the
SAT and ACT data. Specify the test to be used for the SAT Test and the
fields used for the SAT Verbal and Math scores. Specify the ACT Test and
Composite field.

Note: A Returning student is any student that has a status record from a previous term.
5. If more than one SAT or ACT test is entered for the student, the highest

score will be used. Students that do not have these tests will not be exported.

6. If necessary, select Graduate for Graduate GPA Groups. This does not pull
only students with the Graduate GPA Group but specifies these students as
Graduate students in the export.

7. Select the Address type to export.
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8. Click Initiate.

/o Criteria

StudertUID Termcalends | StudertSSN ARIC Studertlast StudentFirst Miclcllelniti
1 ; |
2 47 520 136 A0000001 24 hdarsinal ary
3 47 530 136 A0000001 24 hdarsi Mary m
4 47 531 136 A0000001 24 Adams Melinda
3 47 532 136 A0000001 26 hdarsy Levon
5 47 742 136 A0000001:30 harso Gary
i 47 765 136 A000000131 hars=al Gary
g 47 781 136 A0000001:32 Marsa Razor
2 47783 136 A0000001:32 LaRue Fifi
-
Al ﬂ_‘

StudentSEN -
Blank out column |AltID
StudentLast id|

Figure 125: PowerFAIDS Export Records window

Records that meet the selected criteria display.

Columns not required for the export can be deleted. Use the Blank out
column list. Select one or more columns to delete and click Initiate.

9. Click the Export tab and click Export to create the export text file.

Powerfaids Expork x|

Powerfaids Expaort Data saved to o icamsmerget Powerfaids, kxk

Figure 126: Successful Export

10. Click OK.
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Powerfaids.txt

CAMS Enterprise exports the following fields to PowerFaids.txt:

Data Element Description Mnemonic Start Position
Student SSN SSNO 1
Student ID ID-ALT 10
Last Name NAME-L 20
First Name NAME-F 36
Middle Initial NAME-M 47
Address 1 STREET-P1 48
Address 2 STREET-P2 78
City CITY-P 108
State STATE-P 125
Country P-COUNTRY 127
Zip ZIP-P 142
Housing? F-HOUSING 334
Admissions Status? ADMSTAT 341
High School GPA GPA-HS 346
College GPA GPA-COL 349
SAT Verbal SAT-V 352
SAT Math SAT-M 354
ACT Composite ACT-COMP 356
Transfer Student® TRANSFER 377
Degree* USER DEFINED 1443
GPA Group USER DEFINED 1481
CUM Attempt Hours USER DEFINED 1509
CUM Earned Hours USER DEFINED 1597
Major USER DEFINED 1641

e Housing is set to “1” if the student has a housing record for the
selected term and “2” if they do not.

o Admission Status is determined from the student’s Applicant Status
field on their admission’s record and what is defined for that item in
the Prospect/Applicant Status reference table UserDefined
column.

e Transfer Student is set to “Y”es if a student has at least one transfer
class in their record.

e Uses Large String 3 and displays the first five characters of the
student’s degree.

Note: Use WordPad to display PowerFAIDS.txt, as Notepad truncates the blank fields.
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Loan Log

Use the Financial Aid Loan Log to track Financial Aid Loans for a particular
student. You can keep a summary of loans throughout the student's career. For
instance, you may wish to have a summary of a particular federal loan the
student received so that it can be tracked for repayment.

Step-By-Step: Add a Financial Aid Loan to the Log

()]

5 1. From CAMS Enterprise Home page, click Financial Aid >Loan Log/EXxit
(::/ Interview. The Loan Log/Exit Interview window opens. The Loan Log tab
displays.
2. Right-click on the data grid to add a new loan. The Loan Log Detail window
displays.
Lender Name: I =) Date: [12:00:00 AM
Program = Financial Aid I—ZI
Name:l :I Year: SpringStart02
Start Date: | - End Date: -
L d <
Tonce 4| Loan Amount: [$0.00
Interest Rate: [0 Received: /%220
Date Received: ] :l Status: ¥
Check Mz[:)i:tng l— :l Comments: I ﬂ
Last
Exit Status: ] '] Attendance _'_I
Date:
Guarantor l—__l' Guarantor I_
Name: Code:
Created By: l Created On:
Changed By: l Changed On:

Figure 127: Loan Log Detail window
3. Click the Select icon next to the Lender Name field to access a lender
selection window.

4. Complete the optional information such as program name, financial aid year,
award type, etc.

5. Click Add to save this information, or Cancel to exit without saving.
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Exit Interview

Use the Financial Aid Exit Interview to track student spouse information,
enrollment terms, reason for exit, etc.

Step-By-Step: Add Exit Interview Information to a Record

(‘ 5 1. From CAMS Enterprise Home page, click Financial Aid >Loan Log/Exit
v g Interview. The Loan Log/Exit Interview window opens. The Loan Log tab
displays. Click the Exit Interview tab.

()]

vl

S Details:

Spouse Name: Spouse Employer Name: I
Spouse Employer Address: Spouse Employer City: I

1 4

State: 'i Zip: I
First Term Enrolled: X l LastTerm | v I
Enrolled:
Student live with v Exit Reason: I—zl
parents?:

Last Attendance Date: [8/3/2002 - Program Name: | =l
Student Addresses

AddressType | ActiveFlag Address1 City State Address2 Address3 Count*
1 Al
2 Local Yes 123 Main Street b
3 Billing [ves [123 Main Street | [ |

Al JJ

Figure 128: Exit Interview window

2. Complete applicable information.
3. Click Add to save this information, or Cancel to exit without saving.
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Exit Interview References

Use the Financial Aid Exit Interview References to track references for a student.

1. From the CAMS Enterprise Home page, click Financial Aid >Loan
Log/Exit Interview. The Loan Log/Exit Interview window opens. Click the
Exit Interview Ref tab.

rﬁ Step-By-Step: Add Exit Interview References to a Record
2
=

~ Reference Details:

Name: | pate: | |
Address1: I Address2: |
City: | State: | =l
Zip: l— Country: I—EI
Phone: l—

Figure 129: Exit Interview Reference window

2. Complete the name of the reference, along with any additional applicable
information.

3. Click Add to save this information, or Cancel to exit without saving.
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The Financial Aid module offers many reporting capabilities, including the
following:

e Award Letters

e BYOR
e Loan Log BYOR
o FISAP

e Document Tracking (Please refer to the Getting Started document for
detailed information on Document Tracking reports.)

Please refer to online help from within CAMS Enterprise for each specific report.

Financial Aid BYOR

Financial Aid BYOR reports allow you to select both report criteria and student
criteria to generate reports containing the exact data you need.

Step-By-Step: Create Financial Aid Reports

1.

8.

From the CAMS Enterprise Home page, click Financial Aid >Report
>BYOR.

Financial Aid BYOR reports require either the Academic and Financial Aid
years, or the Term To and Term From.

You can narrow the report output by selecting criteria from the Financial Aid
Reports Criteria page.

You can further narrow the report output by selecting criteria from the
Student Criteria page.

Once all criteria have been selected, click the Reports tab.

Click the User Defined Criteria button to open selection detail for any User
Defined items that have been set up for your institutions use in the Financial
Aid Maintenance window. Click Return to return to the Reports tab.

Select the report format. Some of the formats available include, but are not
limited to, the following:

e Detail by Award Type

e Detail by Student

e Summary by Award Type
e Summary by Student

e Labels

e Financial Aid Ledger

Click Print to generate the report, which will display in your report viewer.

Note: For Summary by Award Type report to display Yearly Max and calculate the
Available amount, you must use Academic Year and Financial Aid Year criteria as these
columns are tied to specific Academic and Financial Aid years.
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