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1 Overview

The Student Data Maintenance pages are used to maintain student information. This guide
describes how to add, update, and delete student data. It also provides a reference for error

messages.

Several programs are used to add and maintain student data. Many pages are updated by other
processes. For example, the Award Data page may be updated by the automated packaging
process (FAM610), the Tracking Data page may be updated by the automated tracking process
(FAMO57), and the Academic Data page may be updated by one of the academic update
processes (ex: SM9109J). However, you always have the option to go to a page and enter any

student data you wish.

The student data maintenance pages consist of the following types of data:

¢ Student demographic

e Award

¢ Financial Aid (ISIR data)
e Academic

e Tracking

e Alternate address

e Comment

o Activity code

e PLUS Borrowers
e Loan history

¢ Clock hours

¢ ISIR

Note: To access the student data maintenance pages, use the Student Access Bar, located below
the main menu at the top of each page, as described in the following chapter.

Main Menu N Regent Enterprise’

Financial Aid Management System

Student Access Bar

Selected Year

2008-2009 v

Funds Management

Processing

Lo

000 025 080 075 100

Time remaining 02:59:05 [ Logout]

Current Role: | 160 FAS Directors |

Custom Applications

#. M| Outcomes

Total Enrollment 4896 5246

Percentage receiving aid 79.4%  80.1%
Parcentsge receiving Pall
grant

Parcentsge wi merit grant 345%  32.4%

To Do List
Tasks

Enter To Do ltems Here

346%  34.3% Events Due

Enter To Do lterns Here
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2 Accessing the Student Data
Maintenance Pages

To access the Student Data Maintenance pages, complete the following steps:

1. Inthe Student ID field on the Student Access Bar type the student’s SSN, then press the
Enter key or click the Find button.

Regent Enterprl se Titme remaining 0225355 [Logout |

Financial Aid Management System current Role: | 160 FAS Dirsctors

i @& Lookup icon Session From:
Session To:

Custe

om Applications

Selected Year Funds Management # N Outcomes # N To Do List
Total Enrollment 4,896 5246
2007-2008 » 0.0000000 o A ;
Percentage receiving aid TO4%  BO1% Enter To Do ltems Here
Processing Parcentage wi marit grant 245%  32.4%
- Enter To Do ltems Here
Hew Freshman 1686 1,386
— — Percentage need based o4y g0y [E——
Fercentage w/ merit grant 345%  32.4% Reference Websites
Discount Rate 05-06 06-07
Fall Regent

345% 37 4%

Grant

Default Rates 05-06 06-07 Ak
i i Pedins 2R AN Federal Student Aid Handbook
Receivedidwarded Receivedi&warded FREL 245%  a0.4%
Suerage inddiedes HiEEED HiEAE Code of Federal Regulations
Audit Rates 05-06 06-07
NSLDS Logon
Federal 124580 TED
el i EC Guarantee Agency
Administration 05-06 06-07 ELM Resources
v
Students per staft member 1245580 TED
Cost perrecipient 35521 352.96 FISAP
Cost as % of dollars admin 2% 75%

By clicking the Lookup icon & located to the right of the Student ID field, you can use
the FAM Name Lookup window to search for a student by Last Name, First Name, by
SSN, and/or by Alternate ID. When you click the Search button on the FAM Name
Lookup window, students who match the criteria” are listed in the window. You can then
click the corresponding

student ID number in [ FAM Name Lookup - Mozilla Firefox CER
the Student ID column |2 &
to insert the ID into the FAM Name Lookup

Student ID field in the —— |

Student Access Bar. To Fravane [James |

view the student’s Am:jﬂ%

records, you must then soundex searen [

either press the Enter

key or click the Find T e e S W | e S
button. A

* Criteria entered can be a minimal amount of characters, such as a partial name or SSN.
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The first of the Student Data Maintenance pages, Student Data, is displayed. Besides the
Student Data page, there are 10 additional student maintenance pages containing student
data.

To access the other pages (Award Data, Financial Aid Data, Academic Data, and so
on), click the tabs located across the top of the page.

Rege_m _Enterpnse Q Time retmaining 0225823 [Logout |
Financial Aid Management System TR

Student

Student ID: kit =5 Allen, Kathy - 999999999

TabS Financial Aid i Tracking
Student Data (2]
Student ID and Name
Studert ID 893939939 Afrmate 999399999 | poB [0sn19n8en [
Last Name |Alleﬂ | First Mame ‘Kathv |M\ddla Matme | |
Infarmal Mame | | Title: ‘ | Prefix l:l Suffiz l:l
Address, Email and Telephone
Address |1 T4 Moorcraft Rd | Address 2 | |
Address 3 | | Address 4 | |
city [Chehalis | statewn & Zip Courtry |:|Q
Ermail Address | | Courty l:l‘
Phane 1 (2633424200 | Prone 2 | e |
Financial Aid Data
¥ State ¥ Institution ¥ Session
Gt B SHlvstrit S Residence Code Applied 121 b
Sesz Rem Eligibile Cocle: l:p Eligible Seszion l:p Session Start l:l‘ Seszion End l:l‘
Hrslnits EI Curric Code l:p Cade 1 l:l‘ Cade 2 l:l‘
_______ me————— sk Sobanl T ——————las .
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3 Student Tab

Student Data (FAM501)
Navigation: Student Access Bar - Student Tab

SMITH JR, MARK -9030 09000

Student Data | 7]

[EE R
Studsnt ID and Nams
Saudent 1D SS90 mn@ D-osﬁi.ﬁ.'iQiQ E
=zt hmme [EMITH R st M AR |paiccie ramene |
[ T Frei;
Aviness, Emall and Telaphons-
agrens 12307 A NE | Asress 2|
Address 3 | Acwess |
oy [Beliene EENT zin 3800 Ooq:rr;l:p
Eman Adcress [EsemEll@E0c 20U ] R
mim | Promez] | F | |
Finaneial dkd Dats
e = T
I LM e @
e — e e
e R e R
e — e —

Personal DSmographics
R o e NN
R0 | ween| 8 Ewic - 3 crzea A |98
seogceo|  Boecessesome | |

Demg.:micst Misz Code p sz M

T T T ™
[ sy [PSTR | B Gose
[Fnsoress 7y5e Aderess Caax sz 8
Miscelaneous Code 1 I:Dumlmm::“wumlm Code 3 I:u

Typs. Codde Data

This chapter describes the following functions within the Student tab:
e Adding a new student
e Updating student master data
e Deleting student master data

e Error messages

The Student Data page is used primarily to add or update student names, mailing addresses, email
addresses, telephone numbers, some financial aid data, and demographic data. Make the
appropriate changes in the corresponding fields and then click the Save button.
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3.1 Manually Adding A New Student

Students may be added to the FAM system in either of the following ways:

e Through the FAFLOAD process (NED002), where the student’s FAFSA data is moved
into FAM and the student’s demographic data is created (see the Loading ISIR
Applicant Data into FAM document, available on the SBCTC-IT web site).

e Through the Add New Student process, as described below.

To manually add a new student
1. Select Add New Student from the Student drop-down menu at the top of the page.

5 Sessi From:
Student ID;  EREEREEEC arris, Charles S - 999999999
Session To: - =S

C Activity al ISIR.
Student Data (2]

Student I and Hame

Studert ID 899599399 Afternate ID (939999599 DoB (081 71968 [
Last Name [Hartis | First Name [Charles |pictcte riame:
Informal Narme | | Tite | | pretic| | suttie| ]

Address, Email and Telephone
Address | 7620 Manastash Rd | mddress 2| |

sddress 3| | address 4| |

city [Ellensburg | stetefrin 48 Zin country 8B
Emeil Address | | County :&

Phone 1 3602492928 | Phone 2] | Fax | |

The Add A New Student page is displayed.

Regent Enterprise’ B T o vra s (gt ]
Financial Aid Management System Currend Robe, | 280 FAS Dire |

2. Enter the following student information:

First Name (optional)
Last Name (optional)
DOB (optional)
SSN (required)
Student ID (optional)

3. Once the fields are complete, click the Next button. You will receive a message to “Please
wait” while the process searches for possible matches.
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4. The Add A New Student page displays a list of potential FAM and SIS students. Students
listed in the Potential FAM Student Found section are students who exist in FAM that match
the criteria entered.

Add A New Student (7]

Below are possible matches far the criteria you entered.

Potential FAM Students Found
Below are possible matches for the criteria you entered
Flease either select one ofthe listed students to edit.

Student IO Mame e} 55N Alternate |0
993339333 SMITH, ANDY 1102911982 =

Potential SIS Students Found
Below are possible matches far the criteria you entered
Flease select one ofthe listed students to impart.

Student ID o] 55N Alternate |0
993339333 SMITH, ANDY 1172811982 e

Cancel

Students listed in the Potential SIS Student Found section with a name and date of birth
are students found in the Student Management System (SMS) on the HP-UX. Students
listed in the Potential SIS Student Found section without a name or date of birth are
students who do not have a record in SMS.

Add A New Student (Z)

Below are possible matches for the criteria you entered.

Potential FAM Students Found
Below are possible matches for the criteria vou entered
Flease either select one ofthe listed students to edit.

Student ID Name ][] S5 Alternate 1D
Empty

Potential 515 Students Found
Below are possible matches for the criteria vou entered
Flease select one ofthe listed students to import.

Student ID 1] SSN Alternate D Import
9995993999 999995999 =

Cancel

5. Click the appropriate icon to select an existing student in FAM or SIS or student who
does not exist in either system.
e Click the Edit icon &4 to make changes to a student’s record that already exists
in FAM.

e Click the Import icon 2 to import a student’s information from SMS into
FAM or allow entry of a new student’s information into FAM.

e Click the Cancel button to cancel your activity; new student data is not imported
into FAM.

6. The Student Tab displays.

e If the student had a record in SMS, their SSN will display in the Student ID
field, SMS SID will display in the Alternate ID field, and name, date of birth,
Address, City, State Zip Code, Phone Number, Status of SS and Institutional
Code of 01 will also be pre-entered. All other fields will be blank.

e If the student does not have a record in SMS, the SSN entered will populate the
Student ID field and the SSN field. The Status of SS and Institutional Code of
01 will also be pre-entered. All other fields will be blank.

o If the selected student already exists in FAM, their biographic and demographic
data will display.
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3.2 Updating Student Master Data

To update student master data

1. Inthe Student Access Bar, complete the Student ID field. Or click the Lookup icon &
located to the right of the Student ID field and use the FAM Name Lookup window to
find an existing student’s record.

2. (Optional) Complete the Session From and Session To fields. Leaving the Session
From and Session To fields blank returns all information for the student for the current
and previous sessions.

3. Click the Find button in the Student Access Bar or press the Enter key.
The Student Data page is displayed, along with the current data on file for the student.

tusend | Award | Flnancialale | Asasemis | Tracking | Comemeni | Asihviy |  Loans | LoamMisiory | ChoekHomrs | 1R _
Student Data *
[Eawe] [ Canze1]
Studant ID and Nams
Sauderr: 10 SU0U90000 Anemae 1D (555355558 DoE (38164978 E
Lavst Blame [ZAPIEN First Blame |DEANNIE (Middle Mame:
~tormai remme e Fram Sum
Addrass, Emall and Telephons
Aadress 505 W VIOLA Address 2
Address 3 Address &
oy [FARIMA e =i 38801 Courrry *
Emaill Address Sy H
Fhone 1 [S096973852 Fhone 2 Fa
Financial Al Dats
& Swdent oy Same ) sShurion [ Session
Grad Dane [ =y R e A Al T Sesseniz
Sess Rem (100 Siiginie Code [ -3 S M zessonzee [ -3 Session £ L. 23
Cumioulum Miscelianeous Miscelianeous Miscelianecus Miscelianeous
Tode ) Tode 1 ) Tode 2 a8 Tode s - Tode d 2
AL Eligihll, igh Schood -
o * “Re=son| Hign Sool Erogram v Frogam & Lemer| pyone [
somanze =——
mrensew = =
Ciae Dane:
ARy 0 ATS S o= .
Semes : ;1 AgmesTa -] R b i} Compizion = ~mEeE )
Cooe Code = EE =
Personal Demograph
Tax B meroen ) A Code . . A Zess . .
ez Hzras . .3 Eswikc [p ) w=afin |88
Hamdizan [ SEEESPPRET E e
Demograpiic Swus B o code fiid Hksc Mum
Tpe. t
nmene Tyoe [METR Mame Code [DFLT Bame: Siatus fi
L Emmn Type Sran Code
[Z nswess Type METR Adaress Cose [DFLT Adaress s i)
Miszalianesus Code 1 s cmnanmous code 2 B rszeanmcus Code 3 [ ;]
aiid orms Vil Morrns aiid orms

4. Edit the data in the fields on the page as necessary. To navigate within the page, either
press the Tab key repeatedly to move from field to field, or click within the field you
want to edit. Use field-level lookups (the Lookup icon & located to the right of many
of the fields) to find valid data.

5. Click the Save button to save your work, or click the Cancel button if you don’t want to
save your work.
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Type and Code Data section for Name, Email and Address

More than one name, email and/or address may be recorded for each student. (Note that at least
one name is required for each student.) Names, emails and addresses are distinguished by their
Type and Code. For example, the name, email or address types of FAM or SMS could be used
to distinguish if the student’s data originated as a FAM student or as a student from the Student
Management System (SMS) on the HP-UX. The name, email and address codes could be used
to distinguish the student’s master/default name and mailing address (MSTR), email and
address used for home correspondence (HOME), email and address used for work
correspondence (WORK), and so on.

To modify a name, email or address, click the Edit icon [ 1ocated to the left of the Name,
Email, or Address Type fields. This opens a separate window, where you can add or modify
data.

Type, Code Data
[Pame Typs [MSTR Name Code [DFLT Name Status &8
{ﬁ Email Type Email Code
IZAddress Type [MSTR Address Code |DFLT Address Status &
Mizcellaneous Code 1 @Mi&cellaneuus Code 2 &Miscellaneuus Code 3 @
Valid Months Walid Months Valid Months
Address (7
® Enter new record.
) MSTR DFLT 505 W VIOLA | YAKIMA | WA | 983901
Student ID 999999999
Address Type | & Address Code &
Address Address 2
Address 3 Address 4
City State - ) Zip Country a8
County & Phone 1 Phone 2 Fax
Mizcellaneous Miscellaneous Miscellaneous Status
Code 1 & Code 2 & Code 3 & Code &
Valid Months Valid Months Valid Months
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3.3 Deleting Student Master Data

You cannot delete students using the Student Data page (FAM501). To delete a student from the
database, use the Student Delete/Change Process (FAMO003), as described below.

Note: Students who have awards with a status code of either *1" or *2' cannot be deleted from
the database. Since awards in these two statuses are considered active, the program will not
permit a deletion. When a student with awards in these statuses must be deleted from the
database, you must first change the statuses on the Award Tab before attempting to delete the
student.

Student Delete/Change Process (7)

Failed to Delete.
Cannot delete student with active awards

Student Delete Process is selected.

Exizting Student ID 99999894949

If some awards in status ‘1’ or ‘2’ are from a prior year session, and that award session is closed
for updating, you will not see any open fields to edit data. To reopen a session or session range,

go to Application - Setup New Year - Import Session. Click the Edit icon 7 for the
applicable session. The FAM Session Code Edit page is displayed:

Award Status = @AWD = session is closed
Award Status = “blank” = session is open

To delete a student from FAM
Student Delete/Change Process (Program ID: FAMO003)
Navigation: Student - Delete/Change Student

1. From the Student drop-down menu, select the Delete/Change Student option.

Student PelllLoan Processing  Work Study Award Processing ISIR Processing Reports Custom Application:

Batch Student Load/Update
D: _.A.dd New Student
[ — session To: [ --
Change Name/Addr/Email

[ Fina |

5 MaNagement Outcomes % M To Do List

Downshift Mame/Addr
2008-2009 | oo 0.25 Total Enrollment 4,896 5246
e — Percentage receiving aid 79.4%  80.1%

R2T4 Percentage receiving Pell
et 348%  34.9%
Percentage wi marit grant 34.5%  32.4%

New Freshman 1,686 1,446

Fercentage need based T9.4%  S50.1%
Percentage w/ merit grant 34.8%  22.4%

Discount Rate 05-06 06-07

34.5% 32.4%

ar

0.50

Enter To Do ltems Here
Events

Enter To Do ltems Here

|| ThisYear |

Reference Websites

Regent

IFAP

Default Rates 0506 0607

Perkins 24.5% 22.4%
FFEL 34.5% 32.4%
Aversge Indebtedness $15,386 $15.456

rded RBDEiV;df:AWEI’dBd Federal Student Aid Handboo

Code of Feggral Regulations

The Student Delete/Change Process page is displayed:
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Student Delete/Change Process (7.

< >

N

Verify that the Student Delete radio button is selected.

Enter the student’s SSN in the Existing Student 1D field.

4. Click the Submit button. The Student Delete/Change Process page is displayed. This
page lists the number of records found in each different area of the FAM database.

w

Student Delete/Change Process (7]
Student Delete Process is selected.
Existing Student ID 339339339
Table Display Mame Mo. of records found
Personal Demographic 1
Address 1
Electronic Address 1
Mame 1
Student 1
Activity o
Comments 2
Loan Origination 3
Pell Disbursement 0]
Pell Origination 3
Flus Barrower o
Academic 9
Award Disbursement 20
Award 49
Billing 12
Financial Aid 4
Tracking 108
Work Authorization o
Work Detail o
California BOGG Data o
Loan History Summary a
Loan History Detail a
Clock Hours Detail o]
Delete/Change Cancel =
< >

5. To delete all records, click the Delete/Change button. To cancel, click the Cancel
button. A separate window appears asking you to confirm the deletion of the student’s
record:

Windows Internet Explorer

\:‘p Are wou sure you wank to deletefchange the given student related dakar

Ok i [ Cancel

6. Click the OK button.
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NOTE: By clicking on the DELETE/CHANGE button on the Student Delete/Change
Process (FAM0O03) page, doesn’t mean that all detail records will automatically be
deleted. If the student being deleted has award detail records in an active status

(ex: status “2”), FAM will prevent the record from being deleted and will provide the
user with an error message. However, if the student has track detail records, the student
will be deleted, but the track detail records may not. Having detail records without a
student master record will cause an issue with AG990R (ETL process). AG990R will
not be able to load detail records into the SAFERS database on the HP-UX if the
student master record is missing.

Please check whether or not there are detail records listed (ex: awards, tracking ,
financial aid, etc.) and if there is, delete them manually first before deleting the student
master record.
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3.4 Error Messages

The following error messages may be displayed when working on the Student Data page:

A student already exists with this ID.
You have attempted to add a student with an ID number that is already on file.

No such record exists.
You have attempted to find a student ID that is not in the database.

Session start and end must be entered if an eligibility code is specified.

When an Eligibility Code is entered for satisfactory academic progress purposes, you
must also complete the Session Start and Session End fields.

Session start and session end must both contain values or both must be blank.
You cannot have a Session Start entry without a Session End entry. The fields must
either both be completed or they must both be blank.

The start semester cannot be after the end semester.

The session entry in the Session Start field occurs after the entry in the Session End
field.
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4 Award Tab

Student Award Data (FAM502)
Navigation: Student Access Bar > Award Tab

Regent Enterprise |~ sy
Financial Aid Management System Carert Aok | 2890 FAS Direclors

scent I CEECEECEENN - - MARTINEZ, EDUARDO E - 95065995

Awards with Financial Aid Data %
Shadent D 900000500 MARTINEZ, EDUARDO E - 399005000

BAZ1-B125
B121 SUNMMER 11 4 2400.00

|B122 |FaLL20m1 la {3350.00
B123 WINTER 2012 4 2400.00

Awards without Financial Aid Data

Awvard Couni | Award Tolal  Edid

This chapter describes the different fields and functions within the Award tab:
e Awarding a student
e Updating an award for a student
e Deleting an award for a student
e Copy Award Data
e Award Data Error Messages

This page is used to add, update, or delete student award data. Award information is listed for
each session a student has received financial aid or other financial awards. The award summary
page displays two different groups of awards: Awards with Financial Aid (ISIR) Data and
Awards without Financial Aid (ISIR) Data.
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To view awards for a student

1. Inthe Student Access Bar, complete the Student ID field. Or click the Lookup icon &
located to the right of the Student ID field and use the FAM Name Lookup window to
find an existing student’s record.

2. (Optional) Complete the Session From and Session To fields. Leaving the Session
From and Session To fields blank returns all information for the student for the current
and previous sessions.

3. Click the Find button in the Student Access Bar.

4. Click the Award tab to display the award summary page.

(This page displays a summary of the awards the student has received with or without
ISIR data. The awards shown with ISIR data are listed in the “Awards with Financial
Aid Data” table and include the session ranges for which they apply. The awards shown
without ISIR data are listed in the “Awards without Financial Aid Data” table and are
only displayed for sessions in which they apply.)

Note: The FAM Online Help refers to sessions listed in the “Awards without Financial
Aid Data” section as “orphan sessions.”

Student | Award | Financial Ald | Academc | Tracking | Comment | Actwity | Loans | LosnHstory | Clockteurs | 15n [N

Awards with Financial Aid Data 7.
Sthedent D 999009000 WARTINEZ, EDUARDO E - 993005000
SessionRamge [|edi

B121 | SUMMER 11 4 00.00
B122 |FALL 2011 4 3350.00

B123 | WINTER 2012 4 2400.00

Awards without Financial Aid Data

.

Sa5sion | Description Award Counl | Award Total | Edil
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4.1 Adding Awards (FAM502)

Awards may be added manually to a student’s record, using either of the procedures described
below, or automatically using Automated Packaging (FAM610). See the user guide FAM Auto
Packaging and Packaging Plans, available on the SBCTC-IT web site, for information about
Automated Packaging.

The Activity Date on the Award Data page is updated when a new award is added or the
amount is changed. The date will also change if you have the following value entered into the
Processing Table:

System: SAF

Table ID: AGENCY

Value: ACTIVE-AWD-STAT

Description: $ALL to update the Activity Date for ALL award status changes.
(Currently, the function to have the Activity Date change for only specific award
statuses is not available.)

There are two procedures for manually adding awards to a student’s record, depending on
whether or not the student has ISIR data loaded into FAM. Each procedure is described below.

To add an award(s) to a session under the “Awards with
Financial Aid Data” section

Awards that fall within a session range that contain ISIR data already loaded into FAM are
listed under the “Awards with Financial Aid Data” section on the award summary page.

1. Begin accessing the award data for a student, as described on the first page of the
Award Tab section.

Student | Awvard Financial Aid | Academic | Tracking | Comment | Activity | Loans | Loan History | Clock Hours 1SR -

Awards with Financial Aid Data '*
Shedent D 990000000 WARTINEZ EDUARDO E - 993000000

In this example, we are adding an 7 Session Descripion  Award Count Award Total ..

; B121 | SUMMER 11 2400.00
award to the B121 — B125 session ::> s5= R s
range, which has the student’s ISIR B123 | WINTER 2012 2400.00

4
data already loaded into FAM. Totals Only i 815000

Awards without Financial Aid Data

Sission | Descriplion Award Counl | Award Total | Edil

Empyy

2. Click the Edit icon {# for the session range to which you want to add an award.

SBCTC-IT 17 October 2011



The Award Data page is displayed.

student | award | Financislidd | acsdemk | Traching | comment | scthvity | Losns | LoanHistory | ClockHours | 1sR

=

Award Data 1|

[[ === ][ coeptmuarcs | [ pacage | [cancnt]

Student D 228908 Name MARTIMEZ, EDUARDO E SSN smmemess
Financial Aid Range B121-6125 Budget Amount 1457900 Budget Amount 14979.00
Package Code oF Famihy Contribution 0.00 IM Family Contriution 1599999958 00
Institwtion Code 01 Need Amount 14979.00 IM Me=d Amount  -1559585015.00
Pell EFC 0 Totsl Active Awards 335000 Total Active Awards 335000

Unmet Nead Amount  11029.00 IM Unmet Need Amount -1998833060.00
- Insert Icon
Sesskn | Copy To =S mera s cooe| AW icocoge | Misccosey | SeeursemE | TG

Dl

CH e T [ | 8| caosent w s | mwo| B
o | sEocerT ||; sl 1000 :ﬂ 080701 v o| -zrooon| [2

05 |FEDWORK |5 sl [ monog ([ 18| osomont v “ a ow| B

0 | STATEGT || g w [ 8o ~ ~ a| -omam| 2

22 122l i 5000 7 =
@ | s=oeeT ||, “I[ tood|[ 8| oaovmony w v af ammm| 2

B | FEDWORK |3 W [T marmons v ~ o| zmemm| B

STATEGT :ﬂmn v 0| sszaseonon| [2

|23 - o Iz, j
CE e m | eEET ||2 v [T s v snm| souem| [B
SEOGET ||2 w [ 8 oo w w o wmestoo| [D

il i L — I of sl B

STATEET || 4 T 1 v w af memm| 3

[ see | [ Aecesipueres | [ Paciege | [Cameal

3. Click the Insert icon I located at the top, right corner of the table on the Award Data
page.

A row of empty fields appears at the bottom of the Award Data table. You may enter up
to four award codes at a time. To enter more than four, click on the Save & Add More
button.

4. Complete the fields in the new row. Press the Tab key to move from field to field. Be
sure to include the decimal and cents in all award amounts.

5. When all fields are complete, click one of the save option buttons at the bottom of the
page:

e Save & Add More: Saves your work and adds another empty row of fields in the
Award Data table.

e Save: Saves your work and continues to display the Award Data page.
e Cancel: Cancels any entries you added.
6. To exit the page, click a different tab or menu item.

Note: By clicking the Accept Awards button, only awards with status 1 will change to
a status 2.
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To add an award(s) to a session that does not exist under
the “Awards with Financial Aid Data” section

Awards that fall within a session that does not contain ISIR data already loaded into FAM are
listed under the “Awards without Financial Aid Data” section on the award summary page.

1. Begin accessing the award data for a student, as described on the first page of the

Award Tab section.

Session | Description

FALL 2011

Awards without Financial Aid Data

Award Count | Award Total | Edit

7} nsert lcon

1. Click the Insert icon [ located at the top, right corner of the table.

The Award Data page is displayed, with a row of empty fields. (Note that currently you
can insert only one award at a time. A future release of FAM will allow you to add
more than one award at a time.)

Student | Award | Financial Aid | Academic | Tracking

Comment | Activity | Loans | LoanHistory | Clock Hours ISIR

Award Code

Award Status

Award Data (%)

Student ID 999989989 MORROW, ALEXIS M - 999939959

Amount

——

Award Sub Code

Misc Code 1

Misc Code 2

2. Complete the fields in the new row. Press the tab key to move from field to field. Be

sure to include the decimal and cents in all award amounts.

3. Click the Save button at the bottom of the page. Or click the Cancel button if you
decide that you do not want to add an award to the student’s record.

4. To exit the page, click a different tab or menu item.

SBCTC-IT
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4.2 Updating an Award for a Student

To manually update an award for a student

1. Begin accessing the award data for a student, as described on the first page of the

Award Tab section.

Awards within in a
session range that
contains ISIR data
within FAM.

—

Awards within in a
session for which
ISIR data does not
exist within FAM.

e o CESSION Award Count | Award Total | Edit

Student | Award | Financial Aid | Academic | Tracking | Comment | Activity | Loans | Loan History | Clock Hours | I5IR -

Awards with Financial Aid Data (?
Student D 999999999 ZAPIEN, DEANNIE - 999999999
Sessonfange ——————[ea

B121-625 Seesion  Description Award Count Award Total |5/

B122  |FALL2011 3 2575.00
B123  |WINTER2012 |3 2575.00
B124 | SPRING 2012 3 2575.00
Totals Only 9 T725.00

Awards without Financial Aid Data

5

AB92Z  |FALLOB 1 500.00 Iﬁ

1. If the award falls within a range under the Awards With Financial Aid Data section,
click the Edit icon 1 that corresponds to the session range you want to update.

If the award falls Within a session under the Awards Without Financial Aid Data section,
click the Edit icon 7 that corresponds to the session you want to update.

The Award Data page is displayed, which contains all award information for the
session or session range you selected for the student.

The following screenshots show the Award Data page after clicking the Edit icon
4 under the Awards With Financial Aid Data section, and alternatively, the Award
Data page after clicking the Edit icon % under the Awards Without Financial Aid

Data section.
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Award Data @

View of the Award Data page after clicking the Edit icon under the
“Awards with Financial Aid Data” section

Financisl
Pat- dae o T3y AALTTOOTRTT T T rﬂllll]wllml T
Institwtion Code 0 Nesd Amount 872600 M Nesd Amount -1555550372 .00
Pell EFC 0 Total Active Awards 772500 Total Active Awards TT25.00
Unmet Mesd Amount  2001.00 1M Unmst Nead Amount -1989997257.00

Award | Award ATy

Disbursement | Funding

Cogy Ta Cote | Neame At AN Sun Cooe | P2 MiscCode 1 | MBSCoge2 | oo fe==

2 5 1750 : =]
BIZ | oo ey U1 | PELET g w || o || H M0 L W o sasvessnn| [2
® [sTATEGT||: w || s || 3 | 100sz0n | v| | “ 0|ssmseonna| [

1D | SNEDCA || w || 5009 | [ 8 | om0 v| » o wmwn| B

BB | min ol | pELET || w || 172009 || 8 | 100s20m | v| | v o mwen| 2
0 |STATEGT||2 w || 750 || 18 | 1050 | v| | v o| -zooeon| (B

1D |smcDca ||, w | 0.0 || 8 | 1o0szon v| w of semwm| [E

s | o | eElLeET ||, “ || 17500 || R | 100szon | v| | v of mamem| [E
® | STATEGT || w || s || 8 | 100sz0m | v| | w af -wmsio| B

1D | SNEDCA ||, w || 5009 | [ 18 | 1vosezon v| » of wmwn| B

[ Sse | [ Acceptémarcs | [ Packege | Cancel
Award Data |

View of the Award Data page after clicking the Edit icon under the
“Awards without Financial Aid Data” section

Al Al - ARy o Disursement Funding
Award Cose | A1EM a ""_’Ej Award S Code _.‘afr-' MiscCooel | MBCCose2 |- :L?j_" - e tf::j
Name '_.' =3 e # L N Az

T™WHS (2 M 5000 || M | 10122011 o b 0| oo | LS

[_s=e | [Fecisge | [ Camal)

54

2. Locate the award to be updated and make the necessary changes. Enter the new data or
click the Lookup icon & to select from a list of valid values. Be sure to include the
decimal and cents in all award amounts.

3. When all fields are complete and you have updated all necessary information, click the
Save button, or click the Cancel button if you do not want to update the award data.

Note: If the award session is closed for updating, you will not see any open fields to
edit data. To reopen a session or session range, go to Application - Setup

New Year - Import Session. Click the Edit icon [ for the applicable session.
The FAM Session Code Edit page is displayed:
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FAM Session Code Edit (7

Sesz=ion ABQ2
Dezcription |FP.LL 0a |

Begin Date
End Date
Start Session
Session Hours

Date AR Posted 12/02/2009

Award Status s s
Equivalent Session [A392

[ Save & Edit Mext ] [ Save & Edit Previous ] [ Save & Go Back ] [Save] [ Cancel ]

Award Status = @AWD = session is closed
Award Status = “blank” = session is open

Example of a closed Session: No open fields to allow updating

Session From: - o
Student ID: EREEEEEEER - < ZAPIEN, DEANNIE - 999999999
Session To: -= s
Award Data &
_________________________________________________________________________|
Student ID 999999999 MName ZAPIEN, DEANMNIE SSMN 999999999
Session AB92
=
.iw:ard .&.uf':ard Awa AT .iw:ard Sub *‘«f:ﬁ'li'u'\t{a‘ MiscCode 1 | Misc Code 2 FIiE:tIIJrE:E'mE'm F\{n’dir’lg Delete
Code Name 5 Code Date Amount Balance
22 TWHS 500.00 10M19/2011 0{993000.00
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4.3 Deleting an Award for a Student

It is strongly recommended that when a student refuses an award, the award should not be
deleted from the student’s record. Instead, the award status code should be changed to the code
your institution uses to indicate an inactive award (for example, status 5). The only time an
award record should be deleted from a student’s record is when the wrong award code was
assigned in the first place.

To delete an award for a student

1. View the awards for the student, as described on the first page of the Award Tab

section.

2. Inthe award summary page, locate the session and/or session ranges for the student and
then click the Edit icon 7 in the row corresponding to the session to be deleted.

The Award Data page is displayed.

3. For each award you want to delete, click the Delete icon [Z in the column at the far right
side of the table.

A message is displayed asking you to confirm the deletion:

[ sme | Accetawarss | [ Package | [Caneal|

Student ID 999999993 Name ZAFIEN, DEANNIE

\_?() Are you sure wou want ko delete? This action will delete this record and any corresponding detail records.

o
b

] [ Cancel

Session | Coy [ l =3
Bl | o e T | PELET |12 v T TS T T i v L R T
® |STATEET |2 v [ 8 1oz - 0| ssmsnm | [2
1D | SNGDCA |2 w [ | ooszon - w 0 wmm| B
BiE | Lo ot | PEleT ||, v [ 8| oo w of ssousm| [Z
®m |STATEET||2 « [ 8| wooszn - a| ceen| B
1D | SNGDCA ||, v [ 8| woosmn - - 0| ssmo| [Z
szt | ot | PELLET ||, w [ 18| osz0n v 0| samem| [
0 |STATEGT|| 5 v o[ 8| oeszon v o -wsim| (5
1D | SNGDCA | 3 d sood ([ || qooszon v| e of  wmm| E
| Sae || Accemawarss | | Pasiage | [Canem
4. Click the OK button to delete the award.
5. Repeat steps 1 through 4 to delete additional awards.
6. To exit the page, click the Cancel button at the bottom of the page.
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4.4 Copy Award Data

If you need to manually award a student, simply copy award data from one session to another,

as described below:

To manually copy award data from one session to another
1. View the awards for the student, as described on the first page of the Award Tab

section.

are working with.

The Award Data page is displayed:

== ) (Croommemares ] (Pawage ) [Sanoat]

Studant 1D 99essesoy

Financial Aid Range B5121-8125
Fsckage Cods oF
Institution Code 01
Pell EFG o

Budget Amount 72500
Famihy Contribution 000

Mes=d Amount 572500

Total Active Awards 257500

Unmet Mesd Amount  7151.00

Award Sub Cooe

Name ZAPIEN, DEANNIE

In the award summary page, click the Edit icon 1 for the particular session range you

SSN  semmeemes
Budgst Amount S72500
I Family COMMInUnon 1999999995 00
IM Nesd Amount -1398590272.00
Total Active Awards 257500
IM Unmet Nesd Amount -1999992547.00

N Dishursement | Funding
Milsc Cooe 2 - =

Misc Cooe 1 ==

Icons

o

3. Click the Copy To icon [ for the session to which you would like to copy the same

award to.

When copying, a warning message is displayed if any award codes exceed the program

budget limit. However, the copy will take place.

Verify that the award(s) copied are correct. If they are, click the Save button to save the

changes. You can then either click the Cancel button to go back to the award summary
page, or navigate to another part of FAM by clicking a different tab or making a

selection from the main menu:

Student |D soesveses

Financial Akl Range B5121-85125
Fackage Code oF
Institution Code 01
Pell EFC 0

MNams ZAPIEN, DEANNIE
Budget Amount 572500
Family Contribution 0.00
Ne=d Amount S726.00
Totsl Active Awards 515000
Unmst Ne=d Amount 4576.00

10011

1052011

10202011

122011

12011

(== ] [(ro=pawarss ] [(Pecege ] [conel]

‘Curstom Appilications

SSN sssssess
Budget Amount  S725.00
A Family Cortritution 199999995500
IM Nesd Amount -15SS550272 00
Total Active Awards 515000
IM Unmet Mesd Amount -1999985422 00

Misc Code | Misc Code | Disbursement | Funding
1 2 Aot Balance

h b B GG

Cancel Button

L - - = |

Saw ] [ Acoept Awarcs Jlmn$JEE=I~\\\\\\\
Save Button
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4.5 Award Data Error Messages

The following error messages may be displayed when working on the student Award Tab:

Awards exceed budget

This warning message indicates that the total of awards given to the student exceed the
student’s budget as shown in the Budget field. You may go ahead and post the awards to
the student’s record even though the budget is exceeded, or go back and make changes to
the student’s award data until the message is no longer displayed.

Note: Awards with a BA (Budget Applicable) matching status will not cause the
“Awards exceed need” message to appear, even when the total awards exceed the
student’s need. BA matching status awards are budget applicable but not need
applicable.

Awards exceed need

This is a warning message to inform you that the total of awards given to the student
exceeds the student’s need as shown in the Need field. You may go ahead and post the
awards to the student’s record even though his need is exceeded, or go back and make
changes to the student’s award data until the message is no longer displayed.

No FAF on file

This is a warning message to let you know that there is no financial aid data on the
Financial Aid tab for the student. You may add award information for the student.
However, if any of the awards require a financial aid form to be on file, that award
could not be added to the student’s record. You will only be permitted to enter awards
which do not require a FAF to be on file.

Award Code ?? : Award Budget not on File.

Typically that error message means that an Award Budget is missing from the Award
Master table (Application Setup > New Year > Awards) for the specific session.
However, if you’ve verified that budget amounts are entered, chances are what’s
missing is a ‘01’ Institution Code value in the Financial Aid Data section on the Student
Tab.

Optionally, you can change the award status for this award to an inactive status (any
status other than 1 or 2). You can add the award to the student’s record and add the
budget at a later time. However, you must remember to go back to the student’s record
and change the award status to an active status once the budget has been added.

Student is ineligible for awards in this session due to session eligibility range in
the academic plan.

The student’s session start and end range on the Student Tab (FAM501) does not fall
within the range you are trying to award.
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Student is not eligible for any awards.

The student has an academic eligibility code on the Student Tab (FAM501) that
prevents him from receiving any awards. (These codes were established on the
Validation Table under the SAF_ELIG_CODE table.)

This session has been closed. No updates will be allowed.

Award changes for the session have been closed. You may reopen the session by going
to Application Setup = New Year - Import Session. Click the Edit icon [ and then
change the Award Status field to a blank value. (Blank value = session is open.
@AWD value = session is closed.)

This student already has this award for this institution code and session.

The award code was already assigned to the student for this session. Check the entries
on the page for duplicate codes.

This student is ineligible for awards due to the eligibility code in the academic
plan on the fam501 page.

The student has an academic eligibility code on the Student Tab page (FAM501) that
prevents him from receiving the award in error. (These codes were established on the
Validation Table under the SAF_ELIG_CODE table.)

Unmet tracking requirements for session — Xxxx

Awards may be given to the student as this is only a warning message. The message
will be displayed when the student has unmet tracking items for previous and current
session(s). Students who have unmet tracking items for sessions greater than the one
currently being processed will not receive the message.

$ _is not between the award limitsof $ _and $

The Amount field does not contain an acceptable value within the range defined on the
award code master (Award Codes FAM623). Be sure to enter the decimal points and
cents.
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5 Financial Aid Tab

Financial Aid Data (FAM503)
Navigation: Student Access Bar - Financial Aid Data Tab

Financial Aid Data (7]
Eloc0ent D 23325330 TADEN DEANNE - SIIIIIAI0

Seszlon Stan | Sesslon End | Freere Stalus | Student Staus | PelliD EFC | PellENg | EdR | Delele

Insert ISIR icon

This chapter describes the different fields and functions within the Financial Aid tab:

e Adding Financial Aid Data
e Updating Financial Aid Data
¢ Deleting Financial Aid Data

The Financial Aid Data page (FAM503) is used to add or update the information from the
student’s financial aid form (FAFSA), which is stored and can be viewed through the ISIR Tab.
Usually, the data on this page is initiated and updated by DOE Processing need analysis process.
Every time FAFLOAD (NEDO0O02) is run, data on this page is updated, unless the Freeze Status
Code is Y. All FAFSA data will be changed on subsequent runs of the need analysis, unless the
Freeze Status Code is Y. (The student status FZ previously used in SAFERS to freeze data on
Screen 3 no longer applies in FAM.)

Note: Since FAM version 4.17.1, tracking codes can be updated on the Tracking Tab even if the
Freeze Status Code is Y on the Financial Aid Data page.

A student would have one Financial Aid Data page on file for each year in attendance. The
Financial Aid Data page covers an entire school year with a beginning and ending session.
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To view financial aid data for a student

1. Inthe Student ID field on the Student Access Bar, enter the student’s ID. Or click the
Lookup icon &8 located to the right of the Student ID field and use the FAM Name
Lookup window to find an existing student’s record.

2. (Optional) Complete the Session From and Session To fields. Leaving the Session From and
Session To fields blank returns all information for the student for the current and previous
sessions.

3. Click the Find button in the Student Access Bar.

4. Click the Financial Aid tab to display the Financial Aid Data page.

ZAPIEN, DEANNIE - 555555555

| student | wwsra | Finaneisl
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5.1 Adding Financial Data

To manually add financial aid data for a student

1. Begin accessing the financial data page for the student, as described on the first page of
the Financial Aid Tab section.

Click the Insert icon L& located at the top, right corner of the Financial Aid Data table. (Don’t
click the Insert ISIR icon K2, which is to the right of the Insert icon [&. Clicking the Insert
ISIR icon will reload current data from an existing ISIR into the Financial Aid Data page.)

The Financial Aid Data Create page is displayed:

Pelli_oan Processing

Wark Study

Financial Aid Data Create |7
Stucent D OPIO099TI TADIEN DEANNIE - SITI000I3

(o e ) e e |

Student Status |5 & Freeze Siaus | N [a

3.

Note:

‘s=ssion Start |
Budget Data
Sucgst Cods
Sudget kiormns.
Packags Code

Enrolment

noome Datar

Parent Cortrin

M Panent Comtrin

YEar i SCnood
Pl Datz

Enroliment Code

a8 session End

@  coociizensnip status Coas [ Do not eemios

LR A

SO999000Y Ik Student Contribusion

o Student Income

Sucgst Amount
Suppilementsl
Add Amount

d Student Cortritesion o

Sy

Parentrstuasnt Marrtal

0| Cost of Education [

‘SAR Fecord ID 99999999 7A01

o
[
[

Depindsp Cods

Ed Cost Quenride

¥ FarenyStudent Children

Fell Elig

Chilkd Care )

Program Costs q

9 AFDCITANE

g Aadmional Pell

e o

Hcers: Year E Hours Exp o Wiesks Year o Wiesks S o

[Cso=shcdmore | [ sexscosex | =] (o]

Complete the fields on the page as required. You can press the Tab key to move from
field to field.

Click one of the save option buttons at the bottom of the page:

e Save & Add More: Saves your work and clears the fields in the Financial Aid Data
Create page so you can create another new record.

e Save & Go Back: Saves your work and goes back to the Financial Aid Data page.

e Save: Saves your work but does not clear the fields in the Financial Aid Data Create
page; data for the saved record is still displayed on the page.

Click the Cancel button if you do not want to add financial data to the student’s record.

The Insert ISIR icon K on the Financial Aid data page provides a method to load or
reload data from an existing ISIR for the selected student. The ISIR data would have
had to already been uploaded into FAM through the ISIR Upload process (NEDOQ6).
For additional information on loading ISIR data, see the Loading ISIR Applicant Data
into FAM documentation, available on the SBCTC-IT web site.
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5.2 Updating Financial Data

To manually update financial aid data for a student

1. View the financial data for the student, as described on the first page of the Financial
Aid Tab section.

2. In the Edit column on the Financial Aid Data page, click the Edit icon
L4 corresponding to the session you want to edit.

The Financial Aid Data Edit page is displayed.

student Award Financial A0 | Academic | Tracking | Comment | Acthily | Loans | LosnHistory | ChekHours | 1S8IR

Financial Aid Data Edit '°

Ssestonter | [ SsesEdhPredos | [ Ssescomem | [Sme) [pemrmmes | (G

Student Staus [IN B nsthution Cooe 01 FreezeSmmus| N W
session s=ant[B121 4R SessinEnd[B125  (IACOD CRizenship St3tus Co%¢ | Do not override ~

Feguirements Complets

uages Code 01 I 2 Bauoget Amount 16750 Child Care

Budget Mot 5.008 Supplemental [ Program Costs
PackageCoce [MA (R Ao Amount 0 Scheduled Costs 16750
Seneouled Szzsions B121 Biz2 B123 Bi24 B125 Need Amount 16750

s & & & M Need Amount 1339983248

‘Student Income 9520)  Parewstucent Crilren 1 aFDomane &
‘Studert Contrittion [ Depinoep Cooe (| B

S| WM Studert Contrioetion | SS555555

FarenyStucent Markzl (S5 B P Eng Y B

T Addiional Pell

EFC 0 Costof Education [ Ed Cost Querride Eligiiny

‘WWeeks Year 0.0 'Wveeks Exp

[Csosaeomnen | [ seescorprevcss | [ semscosea | [Ses) [(_upsmerrmisn | [Coes |

3. Edit the data as needed.

4. Click one of the Save option buttons at the bottom of the page:
e Save & Edit Next: Saves your work and goes to the next year/session.
e Save & Edit Previous: Saves your work and goes to the previous year/session.
e Save & Go Back: Saves your work and goes back to the Financial Aid Data page.

e Save: Saves your work but does not clear the fields in the Financial Aid Data
Create page; data for the saved record is still displayed on the page.

Click the Cancel button if you do not want to add financial data to the student’s record.
Or exit the page by clicking a different tab or making a selection from the main menu.

Note: The Update From ISIR button on the Financial Aid Data Edit page provides a method
to load or reload data from an existing ISIR for the selected student. The ISIR data
would have had to already been uploaded into FAM through the ISIR Upload process
(NEDOO06). For additional information on loading ISIR data, see the Loading ISIR
Applicant Data into FAM documentation, available on the SBCTC-IT web site.
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5.3 Deleting Financial Data

To delete financial aid data for a student
Complete the following steps to delete financial aid data for a student:

1. View the financial data for the student, as described on the first page of the Financial
Aid Tab section.

2. In the Delete column on the Financial Aid Data page, click the Delete icon B
corresponding to the session for which you want to delete financial aid data.

Application Setup Student PeliLoan Processing  Work Study Award Processing ISIR Processing

Student ID: EEEGEEEEEINN - - ZAPIEN, DEANNIE - 999999999

m Award Financial Aid A i Tracking | Comment

Financial Aid Data (%)
Student ID 999990999 ZAPIEN, DEANNIE - 999999999
Session Freeze Student Pell

End Status Status e g | EOt|Delete

A message is displayed asking you to confirm the deletion.

Windows Internet Explorer, [E|

\‘:’(} Are wau sure you wank to delete?

| ok |[ Zancel ]

3. Click the OK button to delete the data, or click the Cancel button if you do not want to
delete the data. Or exit the page by clicking a different tab or making a selection from
the main menu.
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6 Academic Tab

Academic Data (FAM504)
Navigation: Student Access Bar - Academic Tab

Sl rom: "
Student ID: EikekcritIM - - ZAPIEN, DEANNIE - 999999999
Session To: -
| Student | Award | FinancialAid | Academic Clock Hours | ISR |

Academic Data (7]

Student ID 999999999 ZAPIEN, DEAMMIE - 999999999
(5
Curriculum Owverride | Override | Ho
Code n 5

Atternpted | Earned | Funded Ind Adj Edit  Delete

Session | Degree

15.00 | 15.00

This chapter describes the different fields and functions within the Academic tab:

e Adding Student Academic Data

e Updating Student Academic Data

e Deleting Student Academic Data
The student academic data tab (FAM504) contains the student’s academic information for each
session they are in attendance, including the session hours/units enrolled and the grade point
average (GPA). Interfaces to the Student Management System (SMS) may automatically move
the units and GPA figures to this page, eliminating the need for Financial Aid staff to enter
them manually.

Currently, there are several batch jobs that are able to automatically update academic data.
They are: SM9109J, SM9110J, SM9112J and AG906R (if Y’ is entered in the SM9408-UPD-
ACAD job parameter). See Job Documentation at the SBCTC-IT website
http://apps.sbctc.edu/jobdoc/ for each of the listed jobs for more information.

To view academic data for a student
1. In the Student Access Bar, complete the Student ID field. Or click the Lookup icon &8
located to the right of the Student ID field and use the FAM Name Lookup window to
find an existing student’s record.
2. (Optional) Complete the Session From and Session To fields. Leaving the Session From and
Session To fields blank returns all information for the student for the current and previous
sessions.

3. Click the Find button in the Student Access Bar.
4. Click the Academic tab to display the Academic Data page:
| awara | ial Aid | A ic | Tracking | C | activity | Loans | LoanHistory | Clock Hours ISIR -
Academic Data (%)

Student ID 999999999 ZAPIEM, DEAMMIE - 999999999

B

c
Edit | Delete

Curriculum | _ Override  Override | Hours Session | Cum
Code HUETEE| ETEL) SLTEEL Ind Hours Adjustment | GPA

Session | Degree

B122 715 15.00 1500 |15.00 0.00 0.00 0.000 | 0000 |0.00 1orzozon | | B
AS92  |774 12.00 10.00 | 10.00 000 |000 0000 | 0000 0.00 1ooizo | G4 | 2
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6.1 Adding Student Academic Data

The information displayed on this page depends upon whether the student is a new or current

student.

To manually add student academic data to a student record

Complete the following steps to add student academic data to a student record:

1. Begin accessing the academic data page for the student, as described on the first page

of the Academic Tab section.

2. Click the Insert icon L& located at the top, right corner of the data table in the Academic

Data page.
The Academic Data Create page is displayed.

Student ID: CasGEECE I - - SMITH, DOROTHY - 999999999

nnnnnnn
Academic Data Create (%
Stuclent ID 938099998 SMITH, DOROTHY - 533393939

Session I <Y
Deg 8
Curric Code =Y
Appeal Cods =Y
Appesl Date =
Acad Stat =Y
Session GPa, 0.00
Cum GPA 0.00
Cum QPA
Withdrame Cod 8
Withdranne Dat =
Acad Misc 1 8
Acad Misc 2 8

CIP Code

Grade Level | Blank v
Session Unit/Hrs
Aftempted 0.00

Earned 0.00
Funded 0.00
Override Ind [
Orwverri e Hours:
Hours Adjustment 0.00
Misc Code 1 0.0088
Misc Code 2 0.0088

Save & mdd More Save & Go Back Cancel
—_— ———————— —————

Application Setup Stucent PellfLoan Processing  Work Study Awvard Processing SIR Processing Reparts Custom Applications

3. Complete the fields. The academic data for the student is for a single session, as

specified in the Session field.

4. Click one of the save option buttons at the bottom of the page:

e Save & Add More: Saves your work and provides you with a blank session page.

e Save & Go Back: Saves your work and goes back to the Academic Data page.

e Save: Saves your work but does not clear the fields in the Academic Data Create

page; data for the saved record is still displayed on the page.

Click the Cancel button if you do not want to add academic data to the student’s record.
Or you can exit the page by clicking a different tab or making a selection from the main

menu.
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6.2 Updating Student Academic Data

To manually update student academic data for a student

Complete the following steps to edit academic data in a student record:
1. View the academic data for the student, as described on the first page of the Academic
Tab section.

2. In the Edit column on the Academic Data page, click the Edit icon Z corresponding to
the session you want to edit.

The Academic Data Edit page is displayed.

Academic Data Edit ' ¢
Soudent 1D SSSSSSSSS TAPIEN, DEANNIE - SO

[ =sees=anmes ][ Sevessoscrewsws ][ Seve S ososesc | [Ssee] [Smnze ]

Siank

Silank

Amempoed 15.00
Sacmea 1500

Funded 15.00]

Cuemide ina [

Eamed 0.00 Funded 0.00
Academic Hours Possed 10202011

Miscaliznsous Saction
Cuollege Level GPA =0

[ SewessSgnpea ][ Smos £ Sdn Frevious 1[ SewesooSeck ] [Save] [Cenced ]
Lind=ce From Student Syswem

3. Edit the data as needed.
4. Click one of the save option buttons at the bottom of the page:
e Save & Edit Next: Saves your work and displays the next session for the student.

e Save & Edit Previous: Saves your work and displays the previous session for the
student.

e Save & Go Back: Saves your work and goes back to the Academic Data page.

e Save: Saves your work but does not clear the fields in the Academic Data Edit page;
data for the saved record is still displayed on the page.

Click the Cancel button if you do not want to add academic data to the student’s record.

To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.

(Note that the function of the Update From Student System button is unknown at this
time. Once information is available, this document will be updated.)

SBCTC-IT 35 October 2011



6.3 Deleting Student Academic Data

To delete academic data for a student
Complete the following steps to delete academic aid data for a student:

1. View the academic data for the student, as described on the first page of the Academic
Tab section.

2. In the Delete column on the Academic Data page, click the Delete icon B
corresponding to the session for which you want to delete academic data.

A message is displayed asking you to confirm the deletion.

Application Setup Student PeliLoan Processing  Work Study Award Processing ISR Processing

Session From: 55
(S 099999399 B ZAPIEN, DEANNIE - 999999999 -

Message from webpage |z| i

Loan History | Clock Hours

\ ? ) Are you sure you want to delete?

i
Cum

Ind  Hows Adiustment oPA | oS

o . Curriculum Override  Override Hours ion | Cum
Session | Degree I':ode Atternpted | Eamned | Funded =
Code

15.00 | 15.00

3. Click the OK button to delete the data, or the Cancel button if you do not want to delete
the data. Or you can exit the page by clicking a different tab or making a selection from
the main menu.
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7 Tracking Tab

Tracking Data (FAM505)
Navigation: Student Access Bar - Tracking Tab

Application Setup Student PellLoan Processing  Work Study Award Processing ISIR Processing

Session From: 55
Student ID: Ehkkkkkilil - - ZAPIEN, DEANNIE - 999999999 -
Session To: -

Tracking Comment Activity Loan History

Tracking Summary Data (7]

Student ID 999999999 ZAPIEMN, DEANNIE - 999999999
Student Status DV DEPENDENT

Session | Description Track Code Total Date Motified Total Date Received Total
SUMMER 11
SUMMER 08

This chapter describes the different fields and functions within the Tracking tab:
e Adding Tracking Data
e Updating Tracking Data
e Deleting Tracking Data
e Attaching an electronic document

The Tracking Summary Data page (FAM505) tracks which documents are due from the
student, the date the documents are due, the date the student was last notified about the
documents, and the date the documents were received by the Financial Aid Office. A comment
area is also available to denote specific information regarding the document. Some schools use
this page to record student activities as well as documents. Normally, a student will have
tracking data on file for the starting session of the school year.

It is suggested that tracking data always be stored in the session you have designated as the
start session for the academic year on your session master, Sessions (FAM622). Reporting is
easier if the student’s tracking data is recorded in the same session, regardless of the actual
session in which the student starts.
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To view tracking data for a student

1. Inthe Student ID field on the Student Access Bar, enter the student’s ID and click the
Find button. Or you can click the Lookup icon &8 located to the right of the Student 1D
field and use the FAM Name Lookup window to find an existing student’s record.

2. (Optional) Complete the Session From and Session To fields. Leaving the Session From and
Session To fields blank returns all information for the student for the current and previous
sessions.

3. Click the Find button in the Student Access Bar.

4. Click the Tracking tab to display the Tracking Summary Data page.

Student | Award | Financial Aid | Academic | Tracking | Comment | Activity | Loans | Loanlistory | ClockHours | ISR [N

Tracking Summary Data ?)

StudentID 999999998 ZAPIEN, DEANNIE - 999999999
Student Status DV DEPENDENT

Session | Description Track Code Total Date Notified Total Date Received Total
B121 SUMMER 11 |7 2 4 ‘[2
A8t SUMMER 08 |3 1 2 E
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7.1 Adding Tracking Data

To manually add tracking data for a student who does not
already have tracking data for a session
1. Begin accessing the tracking data page for the student, as described on the first page of
the Tracking Tab section.

2. Click the Insert icon [ located at the top, right corner of the data table in the Tracking
Summary Data page.

The Tracking Session Data Create page is displayed. The data on this page includes the
student’s 1D, name, and status.

Student ID: EEEECEEERN - - ZAPIEN, DEANNIE - 999999999 - =
Session To: '..
| student | Award | FinancialAid | Academic | Tracking Loan tistory | Clocktours | 1sR |

Tracking Session Data Create (7]
Stugent ID 099909999  ZAPIEM, DEANNIE - 999999999
Student Status DV DEPEMDEMNT
Session

3. Inthe Session field, type the code for the session to which the new data applies.

Note: The Tracking Summary page sorts the sessions in descending order (Z-A).
Therefore, session 0000 will be listed as the last session on this page.

4. Click the Next button.

The Tracking Data Maintenance page is displayed:
Student | Award | Financial Ald | Academic | Tracking | Comment | Activity | Loans | Loan Histo ¥ | Clock Hours | 1517 _

Tracking Data Maintenance (7]
.......... [ 5999990999 ZAPIEN. DEANMIE - 999999399
Student Status [ A DEPENDENT

Lise the following rows to add new fracking itema. You can add additional fracking items affer saving theso four,
1 | |

o a ol || | o | |

- | || =] ) [— |

n‘ = =1f ] f— |

® =1} =] ! ® ; |
[ & ] [Save] [Caneei]

5.  Complete the fields on this page for up to four rows of tracking data and click the Save
button. An additional group of four rows appears after you save a group of four rows.

Clicking the Save & Go Back button saves your data and redisplays the Tracking
Summary Data page. Or click the Cancel button if you do not want to add the data.

Note: The Automatic Tracking process (FAMO057) can be used to automatically post
tracking items on student’s record. For more information, see section 4.4 of the
Loading ISIR Applicant Data into FAM documentation at the SBCTC-IT
website.
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7.2 Updating Tracking Data

To manually update tracking data for a student who already
has tracking data for a session

1. View the tracking data for the student, as described on the first page of the Tracking
Tab section.

2. In the Edit column on the Tracking Summary Data page, click the Edit icon Z
corresponding to the session you want to update.

The Tracking Data Maintenance page is displayed. The data on this page includes the
student’s name, ID, status, and any existing tracking data for the session.

ELECTRNIC
e | sTuaD hazeizon & = | fanizn @(NR (8 Attach O
REFCRT
APPLY FOR | -3 =2 =rrs P —— -
AD 025/20 00520 RO Attac
A = = o1 [ & Httach 0
DEFAULTED
OF 08| oh ooy |3 = ooz [=|Re e[ Attach 0O
LOAM
Test One for
a8 | Auto naczeizon @) oeozonn [ =G - Attach ']
Tracking
STATE
} ZEBZ-03
T ) gﬁiﬁT VTR = = =l Y Attach 0
MOMIMEE
U=e the following rows fo add new tracking ifems. You can add additions/ tracking ifems sfter saving these four.
i 3] = = = 3]
& = = = <)
i 3] = = = 3]
& = = = <)
IErEEEERIE

3. Edit the data as needed.

4. After updating the fields, click the Save button at the bottom of the page. Click the
Cancel button if you do not want to save the changes. Clicking the Save & Go Back
button saves your changes and redisplays the Tracking Summary Data page.

5. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.

Note: A maximum of 70 characters can be entered into the Comment field box. If more than
70 characters are entered, an error message appears.
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7.3 Deleting Tracking Data

To delete tracking data from a student record

1. View the tracking data for the student, as described on the first page of the Tracking
Tab section.

2. In the Edit column on the Tracking Summary Data page, click the Edit icon 1
corresponding to the session you want to delete.

The Tracking Data Maintenance page is displayed. The data on this page includes the
student’s name, ID, status, and any existing tracking data for the session.

Diate Motified Date Received

ELECTRNIC
s || sTUAID pazszon = = |patizon [@E(NR (8 Attach O
REFORT
APPLY FOR e ’ e -
AL 032520 0/05/20 R Atac
B | owssion |12 = = 2 = & Attach u
DEFAULTED
oF 8 EFUDENT vz B |[ooezonn [=|Re 4|2 Attach 0
LO&AN
Test One for
s R Auto aczeczon & ozozon S =TT - Attach
Tracking
STATE /\ ~_
: MEED . Z682-0500 Delete
WA 8| crant paizon = = == ) Aftash | Check
NOMINEE Box
U=e the following rows fo add new frachking items. You can 2dd additionsl tracling ifems affer sawving these four.
G 3] = = = &
' 3] = = = ;)
: 5] = = [= ; 5)
G i) = = = L 5)
EEENERIEE

3. Inthe Delete column on the Tracking Data Maintenance page, click one or more checkboxes
corresponding to the session(s) for which you want to delete tracking data.

4. Click the Save button to delete the data you have selected. Or click the Cancel button if
you do not want to delete the data. Clicking the Save & Go Back button deletes the data
and redisplays the Tracking Summary Data page.

5. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.
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7.4 Attaching an Electronic Document

To attach an electronic document to the Tracking Data
Maintenance page

1. View the tracking data for the student, as described on the first page of the Tracking
Tab section38.

2. In the Edit column on the Tracking Summary Data page, click the Edit icon Z
corresponding to the session you want to delete.

The Tracking Data Maintenance page is displayed. The data on this page includes the
student’s name, ID, status, and any existing tracking data for the session.

Diate Motified Diate Received

ELECTRMIC
s M| sTUAID pazszont = [E|fp2i2011 [E(NRR Attach O
REPORT
. AFFLY FOR | [ nrimne s & NVINE e o Attac
AL 8 apwssion | EET B [E[fvosizont G R 8 Attach m
DEFAULTED
oF g'pu[;-ENT rEE I = =NEEREE = L3z Attach O
LOAN
Test One for
s | Auto nazsait  [E|eewzon [ =T Attach 7
Tracking
STATE
n NEED . 2E82-0E00
wa GRANT 31120 = = = EL & Attach O
NOMINEE
Lise the following rows to add new tracking ifems. You can add additional tracking items affer saving these four. | Attach
) ] = =] . ) link
5] = = = *
& = = = ¥
5] = = = *
RN ==

3. Click the Attach link located in the Attachment column for the applicable tracking item
that you would like to attach the document to.

The Upload Attachment page is displayed.
4. Enter the file name in the File field box.

Click the Browse button to locate the file that has been previously saved on your PC or
network drive.

Note: The electronic document must be saved in one of the formats listed on the page
(.doc, .xls, .pdf, .pff, .jpg, .gif, .tif).
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Student

Award

Financial Aid

File |

Flease select a doc, xls, pdf, pff, jpg, .oif fiffile to attach

Tracking | Comment | Activity | Loans | Loan History | Clock Hours | ISR
Upload Attachment
| CBrowse ..

5. Click the Upload button to attach the document to the Tracking tab. The Tracking Data
Maintenance page is displayed.

Click the Cancel button to go back to the Tracking Data Maintenance page without
uploading an attachment.

A Download and Delete link are displayed in the Attachment column for the tracking
item you attached the document to, confirming that your electronic document has been

attached:
E:friptbn Due Date Date Motified Date Received ;J;;aetbn ‘Comment Attachment | Delete
ELECTRNIC Download

fr @ |suap |pazmmn || @iz = |NR e | ‘ ot g
REFORT S

5 Bb L. BPIRLY 032502011 10572011 R Attach
ADMISSION L]
CEFAULTED

M eny || e = . Attach O
LOAMN
Test One for

A o | Auto 0252011 12002011 MR Attach

] ; = =] B 8 | 0
.
STATE

g;iﬁT patizon &3] || =R Y - ‘ Attach 0
NOMINEE

Uze the following rows fo add new fracking items. You can sdd additional fracking ifems affer saving these four.

. & | B | B @

[ & | || =l Bl &

- | lf | B .|

[ & | B B Bl &

((szcacosan | [s2e) [com]

6. To view an attached document, click the Download link in the Attachment column.
The File Download dialog box is displayed, giving you the option to either directly
open and view the document or save it to your PC or network drive:
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®

File Download

Do you want to open or save this file?

qq. Mame: SBCTC Lekter Head.pdf
| | Tepe: Adobe Acrobat Document, 49.2KE

From: Fasq.ctc.edu

Open ] [ Save ] [ Cancel

l--"“hl YWhile files from the Internet can be useful, zome files can potentially
@ harm your computer. 1f pou do nat trust the zource, do not open or
= save this file, ‘What's the rigk?

7. To remove an attachment from a tracking item, click the Delete link in the Attachment
column. (Do not select the Delete check box in the Delete column. Doing so removes
the entire tracking item form the Tracking Data Maintenance page.)

8. A dialog box is displayed asking you to confirm that you want to remove the attachment:

Windows Internet Explorer @

\;.f/ Are vou sure wou wank to delete?

| oK |[ Cancel ]

9. Click the OK button to delete, or click the Cancel button if you do not want to remove
the attachment.
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8 Comment Tab

Comment Data (FAM507)
Navigation: Student Access Bar - Comment Tab

StudentID: EESEEEEEEN - © ZAPIEN, DEANNIE - 999999999

Student Award Financial Aid | Academic | Tracking | Comment Activity Loans Loan History | Clock Hours ISIR

Comment Data Create (7]
Student 1D 999999999 ZAPIEN, DEANNIE - 999999999

sos|
Block # |:| Auto Generate

Comment

Save & Add More I [ Save & Go Back I [ Cancel ]

This chapter describes the different fields and functions within the Comment tab:
e Adding Comment Data
e Updating Comment Data
e Deleting Comment Data

The comment data page (FAM507) is used to record any comments or miscellaneous
information you wish to maintain about the student, including professional judgment
comments. Comment data may be distinguished by session and type codes. Furthermore,
comments are grouped by blocks (within the sessions) to allow multiple comments to be
maintained per session and type code.

Note: If comments exist for a student, you can view the information without having it open in
edit form by clicking the year-quarter session in the far-left column.
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To view comment data for a student

1. Inthe Student ID field on the Student Access Bar, enter the student’s ID and click the
Find button. Or click the Lookup icon &8 located to the right of the Student ID field and
use the FAM Name Lookup window to find an existing student’s record.

2. (Optional) Complete the Session From and Session To fields. Leaving the Session From and
Session To fields blank returns all information for the student for the current and previous
sessions.

3. Click the Find button in the Student Access Bar.

4. Click the Comment tab to display the Comment Data page:

Student | Award | Financial Aid | Academic | Tracking | Comment | Activity | Loans | LoanHistory | Clock Hours ISIR {
Insert
icon

Comment Data (%)
Student ID 999999999 ZAPIEN, DEANNIE - 999999999
)
Blocl

Session ¥ Type PostedBy  UpdatedBy  Comment Fosted On Updated On Edit | Delete

10/20/2011 Student ~

only nas aid 2011-10-20 10:44:25.433 | 2011-10-20 10:52:23.32 E E

B122 0 895jreichmann | 895jreichmann

<

2011-10-20 10:42:13.463 | 2011-10-20 10:43:23.97 E E

£ >

A5 RWARDED FULL

08/26/2008 STUDENT
AB92 1 895jreichmann | 895jreichmann }N /28
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8.1 Adding Comment Data

To add comment data to a student record

1. Begin accessing the comment data page for the student, as described on the first page of
the Comment Tab section.

2. Click the Insert icon L& located at the top, right corner of the data table in the Comment
Data page.

The Comment Data Create page is displayed.

Student | Award | Financial Aid I Academic I Tracking | Comment I Activity I Loans I Loan History I Clock Hours I I1SIR

Comment Data Create ([?
Student ID 999999999 FAPIEN, DEAMNIE - 999999999

Session | &

Block # Auto Generate

[ Save & Add More ] [ Save & Go Back ] [ Cancel ]

3. In the Session field, type the code or click the Lookup icon & to look for the session to
which the comment applies.

Note: Information on how to use the Block # field is currently unavailable. This
document will be updated once the information is available.

4. In the Type field, type the code or click the Lookup icon & to look for the comment
type.

5. Type comment(s) in the Comment field. The format is free-form. As you type, words
automatically wrap to a new line, so there is no need to press the Return key.
Comments are printed on the student inquiry exactly as you type them in this field.

6. Click one of the save option buttons at the bottom of the page:

e Save & Add More: Saves your work and clears all the fields on the page so that you
can add another comment for the same student.

e Save & Go Back: Saves your work and goes back to the Comment Data page.

e Save: Saves your work but does not clear the fields in the Comment Data Create
page; data for the saved record is still displayed on the page.

Click the Cancel button if you do not want to add comment data to the student’s record.

7. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.

Note: A maximum of 2100 characters may be entered into the Comment field box.
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8.2 Updating Comment Data

To update comment data for a student

1. View the existing comment data for the student, as described on the first page of the
Comment Tab section.

2. In the Edit column on the Comment Data page, click the Edit icon Z corresponding to
the session you want to update.

The Comment Data Edit page is displayed.

StudentiD: EEREEREECEN: - ZAPIEN, DEANNIE - 999999999

Student Award Financial Aid | Academic | Tracking | Comment Activity Loans Loan History | Clock Hours ISIR

Comment Data Edit (?
Student D 999999999 ZAPIEN, DEANNIE - 999999999
Session|B122 @R

Block # 0[] Auto Generate

Type &
Comment(10/20/2011 Scudent only has aid through B123.

Student needs to meet with an Academic Advisor in
order to receive aid for Bl24.

Save & Edit Next ][ Save & Edit Previous ][ Save & Go Back ][Cancel]

3. Edit the data as needed.

4. After updating the fields, click one of the save options at the bottom of the page.

Save & Edit Next: Saves your work and goes to the next year/session.
Save & Edit Previous: Saves your work and goes to the previous year/session.

Save & Go Back: Saves your work and goes back to the Financial Aid Data
page.

Save: Saves your work but does not clear the fields in the Financial Aid Data
Create page; data for the saved record is still displayed on the page.

Click the Cancel button if you do not want to save the changes.

5. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.
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8.3 Deleting Comment Data

To delete comment data for a student

1. View the existing comment data for the student, as described on the first page of the
Comment Tab section.

2. In the Delete column on the Comment Data page, click the Delete icon B
corresponding to the session for which you want to delete comment data.

A message is displayed asking you to confirm the deletion:

999999999 &8 "
Student ID: - ZAPIEN, DEANNIE - 993999939 1. cco0e from webpage

5
Session S'“‘" Tipe PostedBy | UpdatedBy | Comment Posted On Updated On Edit| Delete

10/20/2011 Student

only has aid 2011-10-20 10:44:25.433 | 2011-10-20 10:52:23.32 E E

895jreichmann | 895jreichmann

09/26/2008 STUDENT

WAS AWARDED FULL 2011-10-20 10:42:13.463 | 2011-10-20 10:43:23.97 E E

B95jreichmann | 895jreichmann

3. Click the OK button to delete the data, or click the Cancel button if you do not want to
delete the data.

4. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.
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O Activity Tab

Activity Data (FAM508)
Navigation: Student Access Bar - Activity Tab

Session From: =5 =
Student ID: EEEEECEECEN - - ZAPIEN, DEANNIE - 999999999 e

Session To: -

Activity Loan History Clock Hours

Activity Data (%)
Student ID 999999999 ZAPIEN, DEANNIE - 999999999
Institution Code 01 Student Stat DV

B
Session | Activity Code | Description Activity Date | Misc Code 1| Misc Code 2 | Misc Code 3 | Edit| Delete
BUD CDS FOR SCHED COSTS | 10/01/2008

This chapter describes the different fields and functions within the Activity tab:

e Adding Activity Data

e Updating Activity Data

e Deleting Activity Data
An unlimited number of activities may be assigned to students using the Activity Tab
(FAMS508). Activity codes are used a great deal in the scholarship search module (Scholarship
Search). However, if your school is not using this module, you may still want to define activity
codes and assign them to students. The reason for this might be for correspondence purposes.
Before activity codes may be assigned to students, the activity code must be established on the
activity code master using Activity Codes (FAMG626). In addition to the activity code, the
Activity tab provides for three user-defined codes to be associated with each activity as well as
an activity date. Depending on whether you enter a session or session range will determine the
information that will be displayed for that student.

To view activity data for a student

1. In the Student Access Bar, complete the Student ID field. Or click the Lookup icon &8
located to the right of the Student ID field and use the FAM Name Lookup window to
find an existing student’s record.

2. (Optional) Complete the Session From and Session To fields. Leaving the Session From and
Session To fields blank returns all information for the student for the current and previous
sessions.

Click the Find button in the Student Access Bar.
4. Click the Activity tab to display the Activity Data page:

Student | Award | Financial Aid | Academic | Tracking | C t | Activity | Loans | LoanHistory | ClockHours | ISR [N

Activity Data (7)
Student ID 999999999 ZAPIEM, DEAMNIE - 999999994
Ingtitution Code 01 Student Stat DV

)

Session | Activity Code | Description Activity Date | Misc Code 1| Misc Code 2 | Misc Code 3 | Edit | Delete
AB92  |BUDGET |BUD CDSFOR SCHED COSTS | 10/01/2008 @ @
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9.1 Adding Activity Data

To add activity data to a student record

1. Begin accessing the activity data page for the student, as described on the first page of
the Activity Tab section.

2. Click the Insert icon I located at the top, right corner of the data table in the Activity
Data page.

The Activity Data Create page is displayed:

Application Setup Student PeliLoan Processing  Work Study Award Processing ISIR Processing

fudent 1D:  EREEEEEEERN - - ZAPIEN, DEANNIE - 999999999

Student Award Financial Aid Academic Tracking Comment Activity Loans Loan History Clock Hours ISIR

Activity Data Create (7]
Student ID 999999998 ZAPIEM, DEANNIE - 999999999

Session
Activity Code
Activity Date
Mizc Code 1

Mizc Code 2

|

Mizc Code 3

Save & Add More ] [ Save & Go Back ] [ Cancel ]

3. Inthe Session field, type the session code to which the activity record is to be assigned.

4. Inthe Activity Code field, type the activity code to which the activity record is to be
assigned. You can click the Lookup icon & to display a list of valid codes for your
college.

5. Inthe Activity Date field, enter the date associated with the activity, or click the
calendar icon to select from a calendar window. If you want to enter today’s date in this
field, type d and press the Return key.

6. Click one of the save option buttons at the bottom of the page:

e Save & Add More: Saves your work and clears all the fields on the page so that you
can add another activity for the same student.

e Save & Go Back: Saves your work and goes back to the Activity Data page.

e Save: Saves your work but does not clear the fields in the Activity Data Create page;
data for the saved record is still displayed on the page.

Click the Cancel button if you do not want to add activity data to the student’s record.

7. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.
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9.2 Updating Activity Data

To update activity data for a student

1. View the existing activity data for the student, as described on the first page of the
Activity Tab section.

2. In the Edit column on the Activity Data page, click the Edit icon Z corresponding to
the session you want to update.

The Activity Data Edit page is displayed:

Application Setup Student PellLoan Processing  Work Study Award Processing ISIR Processing

ZAPIEN, DEANNIE - 999999999

Student Award Financial Aid | Academic | Tracking | Comment Activity Loans Loan History | Clock Hours ISIR

Activity Data Edit (%)
StudentD 999999999 ZAPIEN, DEANNIE - 939999999
Session 4302 8
Activity Code| BUDGET |§8  BUD CDS FOR SCHED COSTS
Activty Date [10/01/2008 [
Wizc Code 1

Mizc Code 2

e

Misc Code 3

Save & Edit Next H Save & Edit Previous ” Save & Go Back ]ICanoeI]

3. Edit the data as necessary.

4. After updating the fields, click one of the save options at the bottom of the page.
e Save & Edit Next: Saves your work and goes to the next year/session.
e Save & Edit Previous: Saves your work and goes to the previous year/session.

e Save & Go Back: Saves your work and goes back to the Financial Aid Data
page.

e Save: Saves your work but does not clear the fields in the Financial Aid Data
Create page; data for the saved record is still displayed on the page.

Click the Cancel button if you do not want to save the changes.

5. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.
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9.3 Deleting Activity Data

To delete activity data for a student

1.

View the existing activity data for the student, as described on the first page of the
Activity Tab section.

In the Delete column on the Activity Data page, click the Delete icon B corresponding
to the session for which you want to delete activity data.

Student1D: Skkkaaaadil - - ZAPIEN, DEANNIE - 999999999

Financial Aid

Activity Data (2)
Student D 999999999 ZAPIEM, DEANMIE - 999999999
Institution Code 01 Student Stat DV

3]
Session | Activity Code | Description Activity Date | Misc Code 1 | Misc Code 2 Misc Code 3 | Edit | Delete
BUD CDS FOR SCHED COSTS | 10/01/2008

Delete icon

A message is displayed asking you to confirm the deletion:

Windows Internet Explorer, E|

::’2 Are wau sure you wank to delete?

| ok |[ Zancel ]

Click the OK button to delete the data, or click the Cancel button if you do not want to
delete the data.

To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.
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10 Loan History Tab

Loan History Maintenance (FAM601)
Navigation: Student Access Bar - Loan History Tab
Application Setup Student PellLoan Processing  Work Study Award Processing ISIR Processing

session From: [N : :
e - :

Student 1D: EEEECECEEENNN - - ZAPIEN, DEANNIE - 999999999

Loan History Maintenance (Z)
Student D 999999999 ZAPIEN, DEANNIE - 999999999

Avward Wear

Edit | Delete

This chapter describes the different fields and functions within the Loan History tab:

e Adding Loan History Data

e Updating Loan History Data

e Deleting Loan History Data
The Loan History tab allows you to view, insert, and modify a student’s loan history data for a
given award year. Both a summary view and detail view for each loan that has been entered is
available. The Loan History Summary and Detail pages are normally updated through the FAF
Load process (NED002). However, when the Override Load Flag checkbox is selected, the
loan history summary and detail pages will not be updated.

To view loan history data for a student

1. Inthe Student Access Bar, complete the Student ID field. Or click the Lookup icon &8
located to the right of the Student ID field and use the FAM Name Lookup window to
find an existing student’s record.

2. (Optional) Complete the Session From and Session To fields. Leaving the Session
From and Session To fields blank returns all information for the student for the current
and previous sessions.

Click the Find button in the Student Access Bar.
4. Click the Loan History tab to display the Loan History Maintenance page.

Application Setup Student PellLoan Processing Work Study Award Processing ISIR Processing Reports Custom Applications

Session From: - =
LN TR 999999995 B ZAPIEN, DEANNIE - 999999999
Session To: - =
Loan History | ClockHours | 1sIR |

Loan History Maintenance (7]
Student ID 999999999 ZAPIEN, DEANNIE - 999999999

Award Year l:l

Vo
NSLDS
Loan Edit Delete
Default

ined | DL Mas
ance Prom M
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10.1 Adding Loan History Data

To manually add loan history data to a student record

1. Begin accessing the loan history data page for the student, as described on the first page
of the Loan History Tab section.

2. Click the Insert icon L& located at the top, right corner of the data table in the Loan
History Maintenance page.

Student ID:  EECEECECUINN - - ZAPIEN, DEANNIE - 999999999

Loan History Maintenance (7]

Student ID 999999999 ZAPIEM, DEANMIE - 999999999
Awvard Year

DL PLUS MNSLDS
Master Prom | Loan
Mote Default

Aggregate Combined | DL Master
Qutstanding Balance Prom Mote

Loan History Summary Create ' 2J
Studert ID SSSSSSSSE  ZAFIEN, DEAMMIE - SSSSsesss
awsravear| | Cuerrice Losd Flag [
= |
S e | | e I
C——— N S ————
AddRlonal Loan Fiag [ v Pius Denied [
B = W e —
4105 ot Teomets et || N ——
eSLDS Losn Demmun [ actie semnpesy =img ] Sayrmes Arrangemen: Fiag [
Aggregste Combined Cutstanding Satance [ | Aggregate Sub Cufstanding Satance [ | Aggregste Unsub Cutstanding Satamcs [ |
Unaillocated Consolkisted Cuistanding Salance
Aggregats Combined Penting Disbursemant Aggragase Sub Penting Distursement || Aggregate Uasub Pending Distursemert [ |
Aggragans Compinea Tosl AggregmeswmTos| | AggregmeunsmTomm [ |
Unsiscmen Comsovmma Tom | |
Pemons PrncpmismEnes [ | Perons Current yesr Amouss| |
e e o )

3. Enter the data in the applicable fields.
4. Click one of the save option buttons at the bottom of the page:

e Save & Add More: Saves your work and clears all the fields on the page so that you
can add another activity for the same student.

e Save & Go Back: Saves your work and goes back to the Activity Data page.

e Save: Saves your work but does not clear the fields in the Activity Data Create page;
data for the saved record is still displayed on the page.

Click the Cancel button if you do not want to add activity data to the student’s record.

5. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.

Note: Loan History Summary data needs to exist before creating Loan History Detail
data.
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10.2 Updating Loan History Data

To update loan history data (summary data) for a student

1. Begin accessing the loan history data page for the student, as described on the first page
of the Loan History Tab section.

2. In the Edit column on the Loan History Maintenance page, click the Edit icon Z
corresponding to the Award Year you want to update.

The Loan History Summary Edit page is displayed:

Loan Histony Summany Edit (7

Auward Year 12 Ouerrice Load Flag [

DL kiaster Prom Node 7] b DL PLUS Masher Prom kioke 7] bl
FFEL Master Prom Note | Blank % FFEL PLUS Magter Prom Mo | Blank W
AgdRlonal Loan Flag | v W Plus Denikd [
Subskitzed Loan LimR Fiag [y % Combined Lean LimA Fiag | 1 W
NELDE Last Transaction Updzted |01 NELDS DB Resuls Flag | 4 w
NELDS Loan Detaul Acihe Bankrupicy Flag [ Payment Arrangament Flzg [
Aggregate Combined Cuistanding Balancs 413 Aggregate Sub Cuistanding Bzlance 413 Aggregae Unsub Ouistanding Balance o
Unzliocated Consalldsted Ouistanding Salance 0
Aggregate Combined Pending Disbursement [ Aggregate SUb Pending Dlsbursement ) Aggregate Unsub Pending Disbursement 0
Aggregaie Comblned Totsl 413 Aggregate Sub Total 413 Aggregate Unsub Total 0
Unzliocansa Consalinzed Tl 0
Perkins Prinvipal Balanse 0 Perking Current Year Amount 0
[_SsesEmnnen | [ SseaconFredos: | [ Sse&GoBsn | |53 [Cancel|

3. Edit the data as necessary.

4. After updating the fields, click one of the save options at the bottom of the page.
e Save & Edit Next: Saves your work and goes to the next year/session.
e Save & Edit Previous: Saves your work and goes to the previous year/session.

e Save & Go Back: Saves your work and goes back to the Financial Aid Data
page.
e Save: Saves your work but does not clear the fields in the Financial Aid Data
Create page; data for the saved record is still displayed on the page.
Click the Cancel button if you do not want to save the changes.

5. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.
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To update loan history data (detail data) for
a student

1. Begin accessing the loan history data page for the student, as described the first page of
the Loan History Tab section.

2. In the Edit column on the Loan History Maintenance page, click the Edit icon Z
corresponding to the Award Year you want to update.

The Loan History Summary Edit page is displayed.

3. Inthe Edit column on the Loan History Summary Edit page, click the Edit icon Z
corresponding to the Loan Sequence Number you want to update.
The Loan History Detail Edit page is displayed:

Loan Histony Detail Edit (7

[ ssessomnen | [ SsesEmeremos | [ Sasscossa | [Sse| [Coel]

Award Year 12
LoEn Sequence Number 1

Loan Type | Blank Program Cooe | BF

GradeLeel| 1 w

EEs | AL Crange Flag | Blank s
Begin Date = End Dafie =
et Amourt 87H
Aggragate Principsl Salance 0 Aggragate Princinsl Salance Dete =
School Tode
Loan GA Code
Contact Type Contact Code =
Aodiional Unsud Flag | P s CapRsl imerest Flag [
L35t DilsDursement Amour Last Dilsbursement Date =
Misc 1| Unknown Misc 2| Unknown W
Posied By B35jreichmann Posted DateTime 030112011
Updated By B35jreichmann Update DatesTime 031 1/2011
[ semszonnen | [ ssesconereies | [ SsesGosea | [S=s| (oo

4. Edit the data as needed.
5. After updating the fields, click one of the save options at the bottom of the page.
e Save & Edit Next: Saves your work and goes to the next year/session.
e Save & Edit Previous: Saves your work and goes to the previous year/session.

e Save & Go Back: Saves your work and goes back to the Financial Aid Data
page.
e Save: Saves your work but does not clear the fields in the Financial Aid Data
Create page; data for the saved record is still displayed on the page.
Click the Cancel button if you do not want to save the changes.

6. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.
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10.3 Deleting Loan History Data

To delete loan history data (summary data) for a student

1. Begin accessing the loan history data page for the student, as described on the first page
of the Loan History Tab section.

2. In the Delete column on the Loan History Maintenance page, click the Delete
icon [=2 corresponding to the Award Year you want to delete:

PellLoan Procsssing  Work Study Awand Processing ISR Processing

Loan History Maintenance 7
SupeniD BSSSSE955 ZAFIEN, DEANMIE - 555555555

|

DL PLUS NSLDS
Master Prom | Loan Edit
MNote Default

Award | Aggregate Combined | DL Master
ear Dutstanding Balance | Prom MNote

A message is displayed asking you to confirm the deletion:

Windows Internet Explorer E|

‘:...:) Are wou sure you wank to deleter

| ok |[ Zancel ]

3. Click the OK button to delete the data, or click the Cancel button if you do not want to
delete the data.

4. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.
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To delete loan history data (detail data) for a student

1. Begin accessing the loan history data page for the student, as described on the first page
of the Loan History Tab section.

2. In the Edit column on the Loan History Maintenance page, click the Edit icon Z
corresponding to the Award Year you want to update.

The Loan History Summary Edit page is displayed:

Loan History Summary Edit (7]
SudentID 953555595 ZAPIEN, DEANNIE - 595335553
Aiard Year 12 Querrice Load Flag [

DL Masier Prom Note | W DL PLUS Miasier Prom Noke | N b

FFEL MaserPrombote| Blank W FFEL PLUS Master Prom Mo | Blank
Aaional Leen Flag [ v W Pius Dened [
SubshitzeLoan LIMR Flag | 1y Combined Loan LIMRFiag | 1 W
NELDS Last Trevsactin Upamd DT | N5LDS D6 Resuls Fiag | 1 w
N5LDS Loan Detad [ Acihe Banknuigy Fiag [] Pajment Arangemest Fiag [

P.ggre;atecamrﬂ:lmtslm:lrgﬁam m;grega:esnmsmr.;sam Pa;gra;aeurﬁl.h{uslm:qusalzmelj

L
AggTegEe Comtined Pending Distursemest | (] Aggregae b Pendng Distursement| 0| Aggregae UnswPenang Disoursemest | (]

Aggregae Comones Tota [ 417 rggregzesaTom| 413 rggregeeunsaTom [
Unaliocated Consaliaaied Tl (]
PersPropmisse| 0 PenesCumetyerAmst
[ EseiEdines | [ SsescorPreis | [ SeeiComex | [See) [(Caeml]

Lean Sequence | Grade o
Mumiber Lewel g

Program Begin Diate | End Date Met Aggregate Aggregate Principal

Amount | Principal Balance | Balance Date S

ou SF {05/21/15G8 | DB/0%1535 ( BTE 413 08/18/2010 -_."-4' _'::'

3. In the Delete column on the Loan History Summary Edit page, click the Delete
icon [=2 corresponding to the Loan Sequence Number you want to delete.

A message is displayed asking you to confirm the deletion:

Windows Internet Explorer, E'

\?/. Are wou sure you wank bo delete?

| ok |[ Cancel ]

4. Click the OK button to delete the data, or click the Cancel button if you do not want to
delete the data.

5. To exit the page, navigate to another part of FAM by clicking a different tab or making
a selection from the main menu.
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