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Financial Aid Narrative Process Flow

I. Data Load students into Banner

Note: you will be loading IGSA files and IGCO files separately so you can review the discrepancy report separately.  Do not concatenate these files together.  

1) Pull EDE records from EDConnect.

2) Use FILECAT.exe to concatenate files into one file and rename xxyyesar.tap.  If not using FILECAT.exe, then just rename file to xxyyesar.tap. 

3) FTP files from your PC to the Data Load Directory  

4) RCBTPxx- Choose DATABASE – this process will load records into the temporary table.   


Job Parameters:   

01 Aid Year: 0910
02 Data Source Code: EDE

03 Data Delivery Method: D

04 Generated ID/Use SSN Indicator: G

05 Recalculate Need Indicator:  Y

06 Address Type Code: MA

07 Telephone Type Code:  MA

08 Starting record number: 0 (unless you need to restart job in the middle somewhere).

09 Email Address Type Code:  PERS

Review output to determine job has successfully completed.  DO NOT run next process until this is complete.  

5) RCPMTCH- Choose Printer - this should print out a list file of all students and there status (matched, new, suspense, duplicate, or error).  If this does not print, go to the Jobsub directory to find list file and print.

Job Parameters:

01 Aid Year: 0910
02 Data Source Code: EDE

03 Generated ID/Use SSN Indicator: G

04 Value for New Students: N

05 Sort Order: N

06 Common Matching Source Code: FA_DATALOAD 
6) RCRTPxx- Choose Printer - this process will load the new and matched students into Banner (permanent tables).  This process will produce a discrepancy report for any students with a previous ISIR record in Banner.  

Job Parameters:

01 Aid Year: 0910
02 Data Source Code: EDE

03 Load Option for Needs Analysis: 1

04 Not Used At this Time: leave blank

05 NSLDS Print Option:  Y

06 Needs Analysis Print Option: Y

07 Recruiting Option: Y

08 Recalc Needs Analysis Option: Y

09 NSLDS Output Application ID: leave blank

010 NSLDS Output Selection ID: leave blank

011 NSLDS Output Creator ID: leave blank

012 ISIR Creation Option: Y

013 Load VA Data to Resource Table:  Y

014 Process Indicator: B 

015 Temporary PIDM: leave blank

016 Update Postal Address: N or Y

017 Update Telephone Number: N or Y

018 Update E-mail Address: N or Y 

019 Update Social Security: N or Y

*parameters 16,17,18  are required, Y means that if an incoming record is matched to an existing person record, then RCRTPxx loads all Financial Aid data from the incoming record
7) Review Needs Analysis Discrepancy Report and NSLDS Discrepancy Report.  Determine if any students need to be reviewed due to new data.  

8) RCRSUSP- clean out the suspense file making students match or new. 

9) RCRTPxx- Choose Printer - this will print list file to show loaded records.  This process will produce a discrepancy report for any students with a previous ISIR record in Banner.  

Job Parameters:

01 
 Aid Year: 0910
02  
Data Source Code: EDE

03  
Load Option for Needs Analysis: 1

04  
Not Used At this Time: leave blank

05  
NSLDS Print Option:  Y

06  
Needs Analysis Print Option: Y

07  
Recruiting Option: Y

08  
Recalc Needs Analysis Option: Y

09  
NSLDS Output Application ID: leave blank

10  
NSLDS Output Selection ID: leave blank
11  
NSLDS Output Creator ID: leave blank

12  
ISIR Creation Option: Y

13  
Load VA Data to Resource Table:  Y

14  
Process Indicator: B 
15  
Temporary PIDM: leave blank
16  
Update Postal Address: N or Y
17  
Update Telephone Number: N or Y
18  
Update E-mail Address: N or Y 
19  
Update Social Security: N or Y

*parameters 16,17,18  are required, Y means that if an incoming record is matched to an existing person record, then RCRTPxx loads all Financial Aid data from the incoming record
10) Review Needs Analysis Discrepancy Report and NSLDS Discrepancy Report.  Determine if any students need to be reviewed due to new data.  

11) Run ROPUSER- Choose DATABASE- this procedure will activate User Defined Fields.

Job Parameters:

01 Aid Year: 0910
02 Create non year record: N or Y 
*Y –insert a non year user defined field record for the PIDM if a RORSTAT records exists for the aid year.

12) Run RNEINxx - Choose DATABASE – this procedure will calculate 8 month EFC for recently loaded records.  

Job Parameters:

01 Aid Year: 0910
02 INAS Option: L

03 Process Indicator: R

04 Applicant ID: leave blank

05 Application Code: leave blank

06 Selection ID: leave blank

07 Creator ID: leave blank

08 User ID: leave blank

13) (Optional – only needed if wanting to print an ISIR)  Print any or all ISIR’s using RERISxx – Choose Printer.
Job Parameters:

 01 Aid Year Code: 0910
 02 Print Comment Text: Y

 03 Print Certification Page: Y

 04 Print NSLDS Page:  Y

 05 Not used at this time: leave blank

 06 Not used at this time: leave blank

 07 Banner ID & Optional Trans No: enter ID of your student

 08 Application ID: leave blank

 09 Selection ID: leave blank

 010 Creator ID:  leave blank

 011 User ID: leave blank

 012 PostScript Laser Printer: Y

 013 Beginning Processed Date: leave blank

 014 Ending Processed Date: leave blank

 015 Beginning Created Date: leave blank

 016 Ending Created Date: leave blank
II. Assign Tracking Groups/Requirements

1) Run GLBDATA –Choose DATABASE- to extract the TRACK_ASSIGN population selection:

Job Parameters:
01 Selection Identifier 1: TRACK_ASSIGN

02 Selection Identifier 2: leave blank

03 New Selection Identifier: leave blank

04 Description for new selection: leave blank 
05 Union/Intersect/Minus: leave blank

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

Dynamic parameters:

88      AIDY_CODE

0910
2) Run RORGRPS - Choose DATABASE- for Tracking Grouping.

Job Parameters:

01 Aid Year Code: 0910
02 Group Type Indicator: T

03 Term Code: enter current term

04 Process Indicator: B

05 Applicant ID:  leave blank

06 Use All Applicants Indicator: N

07 Application ID: FINAID

08 Selection ID: TRACK_ASSIGN

09 Creator ID: FAISUSR

010 User ID: FAISUSR

3) Run GLBDATA -Choose DATABASE- to extract the COMMENT_CODES population selection:

Job Parameters:
01 Selection Identifier 1: COMMENT_CODES

02 Selection Identifier 2: leave blank

03 New Selection Identifier: leave blank

04 Description for new selection: leave blank 
05 Union/Intersect/Minus: leave blank

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

Dynamic parameters:

88      DAY_PRIOR_TO_DATALOAD    
enter day prior to last dataload

88      AIDY_CODE


0910 
4) Run GLBDATA - Choose DATABASE- to extract the VETERAN_VERIF population selection:

Job Parameters:
01 Selection Identifier 1: VETERAN_VERIF

02 Selection Identifier 2: leave blank

03 New Selection Identifier: leave blank

04 Description for new selection: leave blank 
05 Union/Intersect/Minus: leave blank

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

Dynamic parameters:

88      AID_YEAR

0910
5) Run GLBDATA -Choose DATABASE- to extract the ORPHAN_VERIF population selection:

Job Parameters:
01 Selection Identifier 1: ORPHAN_VERIF

02 Selection Identifier 2: leave blank

03 New Selection Identifier: leave blank

04 Description for new selection: leave blank 
05 Union/Intersect/Minus: leave blank

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

Dynamic parameters:

88      AID_YEAR

0910
6) Run GLBDATA - Choose DATABASE- to extract the SEL_SER_FEMALE population selection:

Job Parameters:
01 Selection Identifier 1: SEL_SER_FEMALE

02 Selection Identifier 2: leave blank

03 New Selection Identifier: leave blank

04 Description for new selection: leave blank 
05 Union/Intersect/Minus: leave blank

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

Dynamic parameters:

88     AID_YEAR

0910
7) On RORPOST
· Click Remove All Select Ind button.  

· In Category Value field enter COMMENT.  Click on Select Category button.

8) Run RORBPST - Choose DATABASE- to batch post any population selections.

Job Parameters:

01 Aid Year: 0910
02 Print Report: N

Note: This process may take a while, as it has to look at all comment codes for all students in your population selection. 

9) When documents are received, update with appropriate status on RRAAREQ.

Optional Tracking Processes – can be run whenever necessary. 

10) To determine who is assigned to a particular Tracking Group, run GLBDATA -Choose DATABASE- to extract the TRACK_GROUP population selection:

Job Parameters:
01 Selection Identifier 1: TRACK_GROUP

02 Selection Identifier 2: leave blank

03 New Selection Identifier: leave blank

04 Description for new selection: leave blank 
05 Union/Intersect/Minus: leave blank

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

Dynamic parameters:

88     TGRP_CODE   

NOTVER (or whatever group you want a list of)

88     AIDY_CODE

0910
11) Review names on GLIEXTR using the following population selection: (In Banner 8 go to ROIGRPI to view students)
Application ID: FINAID

Selection ID: TRACK_GROUP

Creator ID: FAISUSR

User ID: your user ID
12) To determine who still has outstanding tracking requirements, run RRRAREQ - Choose Printer.

Job Parameters:

01 Selection Identifier: leave blank

02 Application Code: leave blank

03 Aid Year Code: 0910
04 Term Code: enter current term

05 Tracking Group Code: leave blank, unless you only want report for specific group

06 Requirement Code: leave blank, unless you only want report for specific requirement

07 Status Code: leave blank, unless you only want report for specific status code

08 Satisfied Indicator: N

09 Packaging Requirement Indicator:  N

010 Disbursement Requirement  Indicator: N

011 Fund Requirement Indicator: N

012 Page Break after Applicant: N

013 Creator ID: leave blank

014 User ID: leave blank
015 Applicant Letter Indicator: N
016 Requirement Letter Indicator: N 

017 Set Letter Indicator: N
III. Send Tracking Letters (MIL’s) 

1) Run GLBDATA -Choose DATABASE- to extract the FIRST_TRACK and SUB_TRACK population selection:

Job Parameters:
01 Selection Identifier 1: FIRST_TRACK

02 Selection Identifier 2: SUB_TRACK

03 New Selection Identifier: TRACK_LETTER

04 Description for new selection: students needing Track Ltr

05 Union/Intersect/Minus: U

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

Dynamic parameters:

88      AIDY_CODE


0910
88      TRACKING_LETTER

FA_TRACKLTR

88      LAST_LETTER_DATE 
enter date (if sending letter every 30 days, date of 30 days ago, etc)

2) Run GLBLSEL –choose DATABASE - to gather the appropriate variable information for you population selection.

Job Parameters:
01 Application Code: FINAID

02 Process Pending Letters: N 

03 Letter Code: FA_TRACKLTR

04 Selection ID: TRACK_LETTER

05 Creator ID: FAISUSR

06 User ID: your user ID

07 Term Code: leave blank

08 Aid Year: 0910
09 Address Selection Date: enter today’s date

010 Address Type: 1MA

Address Type: 2LO

011 Detailed Error Report: N

012 Detailed Execution Report: leave blank

Dynamic parameters:

88      aid_year_code

0910
3) Run GLRLETR – choose a Printer - to print the letter or extract the information to merge into a MS Word Document. 

Job Parameters:

01 Application Code: FINAID

02 Word Process Extract Options:  1

03 Print All Pending Letters: N

04 Letter Code: FA_TRACKLTR

05 Sort Variable: leave blank

06 Term Code: enter current term

07 Module Code: R

08 Audit Indicator: N

09 Free Form Date 1: leave blank

010 Free Form Date 2: leave blank

011 Free Form Date 3: leave blank

012 Aid Year Code: 0910
4) Find the extract file FA_TRACKLTR.doc in the jobsub directory and FTP to your PC to complete Mail Merge. 

5) Complete Mail Merge.  

IV. Complete Verification Procedures

Keep in mind that this procedure may fall into various places of this process flow for different institutions and students. 

1) On RRAAREQ, documents should have status of R for Received, not yet Reviewed. 

2) Using verification documents (student tax, parent tax, etc.), compare this to what was reported on the FAFSA by reviewing data on RNANAxx. 
3) Change any data that needs to be corrected by overwriting any data element.  Save changes. 

4) If any data was changed, click on Calculate Need from Options Menu on RNANAxx to calculate the new EFC.  

5) This will bring you to RNARSxx to see the new EFC.  If under primary calculations the EST column shows E and the Official Source Indicator is 1 (Official), then this indicates your corrections will cause a rejected SAR.  Continue to the next block to view Reject Reasons and return to step three to resolve.   Exit and it will go back to RNANAxx.   

6) On ROAPELL, indicate verification status is complete by changing Status field to V=Verified.  

7) On RRAAREQ, satisfy any verification documents by changing the status from R to S.  

V. EDE Corrections

Needs Analysis and EDE Correction Logging must be checked on ROAINST for EDE Corrections to work from Banner. 

1) Run RLRLOGG – choose DATABASE - to load corrections to permanent tables.

Job Parameters:
01 
Aid Year for Logging:  0910
2) Can view and delete changes logged on REACORR prior to sending.  Also can request any duplicate ISIR’s and change housing codes on this form.

3) Run REBCDxx – choose DATABASE- to extract EDE changes.  This will create an extract file (corrxxin_yyyyy.dat , where xx is the aid year and yyyyy is the one up number). 

Job Parameters:
01 Aid Year Code for 0910 Aid Year: 0910
02 Resend Prev. Processed Records: N

03 Resend for Prior Date: leave blank 
04 Application ID: leave blank

05 Selection ID: leave blank

06 Creator ID: leave blank

07 User ID: leave blank

08 Resend for Prior Date/Hour: leave blank

09 Resend for Prior Date/Minute: leave blank

010 Send with Discrepant Transactions #’s: Y

011 Processing Type: A

012 Federal School Code: leave blank

4) Find the corrxxin_yyyyy.dat file in the Job Sub Directory and FTP it to your PC and send it  via EdConnect.  

5) If you want to print the EDE Corrections that were sent, run RERCRCR.

Job Parameters:
01 Aid Year Code: 
02 Activity Date: enter date of file you want printed (leave blank if you want all for aid year)

03 Activity Date/Hour: leave blank

04 Activity Date/Minute: leave blank

6) RPIBATC is the Batch Control form.  You can get the appropriate batch number from this form if it is necessary to resend a previous batch.

7) Complete the dataload process when the Correction file is received.  

VI. Packaging New or Transfer Students (Budget Grouping/Package Grouping/Pell Calculation/Packaging)
********** IF PROCESSING NEW STUDENTS ONLY*********

1) Run GLBDATA –Choose DATABASE- to extract the 0910_NT_BUD_ASSIGN population selection:

Job Parameters:
01 Selection Identifier 1: 0910_NT_BUD_ASSIGN

02 Selection Identifier 2: leave blank

03 New Selection Identifier: leave blank

04 Description for new selection: leave blank 
05 Union/Intersect/Minus: leave blank

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

2) Run RORGRPS - Choose DATABASE- for Budget Grouping.

Job Parameters:

01 Aid Year Code: 0910
02 Group Type Indicator: B

03 Term Code: enter current term

04 Process Indicator: B

05 Applicant ID: leave blank

06 Use All Applicants Indicator: N

07 Application ID: FINAID

08 Selection Identifier: 0910_NT_BUD_ASSIGN

09 Creator ID of Selection ID: FAISUSR

010 User ID: FAISUSR

3) Run GLBDATA –Choose DATABASE- to extract the 0910_NT_PCKG population selection:

Job Parameters:
01 Selection Identifier 1: 0910_NT_PCKG

02 Selection Identifier 2: leave blank

03 New Selection Identifier: leave blank

04 Description for new selection: leave blank 
05 Union/Intersect/Minus: leave blank

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

4) Run RORGRPS - Choose DATABASE- for Package Grouping.

Job Parameters:

01 Aid Year Code: 0910
02 Group Type Indicator: T

03 Term Code: enter current term

04 Process Indicator: P

05 Applicant ID: leave blank

06 Use All Applicants Indicator: N

07 Application ID: FINAID

08 Selection Identifier: 0910_NT_PCKG

09 Creator ID of Selection ID: FAISUSR

010 User ID: FAISUSR

5) Run RPEPELL to determine the Pell Grant amount for each student in your population selection. 
NOTE:  Banner 8 allows Pell to be packaged with RPEPCKG.
Job Parameters:

01 Aid Year Code: 0910
02 Process Indicator: B

03 Applicant ID: leave blank

04 Application Code: FINAID

05 Selection ID: 0910_NT_PCKG

06 Creator ID: FAISUSR

07 User ID: enter your ID

 (Review .log file to determine if any students could not calculate due to errors.)

6) Using the same population selection, run RPEPCKG to package these students. 

NOTE:  Banner 8 allows Pell to be packaged with RPEPCKG.

Job Parameters:
	Banner 7

	01 Aid Year Code: 0910

	02 Process Indicator: B

	03 Action Indicator: A (or S if running in Simulation)

	04 Applicant ID: leave blank

	05 Packaging Group Code: leave blank

	06 Application Code : FINAID

	07 Selection ID: 0910_PCKG 

	08 Creator ID: FAISUSR

	09 User ID: FAISUSR

	010 Ignore Package Complete Date: N

	011 Print Report: B

	Banner 8

	01 Aid Year Code: 0910

	02 Process Indicator: B

	03 Action Indicator: A (or S if running in Simulation)

	04 Applicant ID: leave blank

	05 Packaging Group Code: leave blank

	06 Application Code : FINAID

	07 Selection ID: 0910_PCKG 

	08 Creator ID: FAISUSR

	09 User ID: FAISUSR

	010 Ignore Package Complete Date: N

	011 Print Report: B

	012 Ignore Tracking Requirements: N

	013 Award Exhausted Fund Option:  N

	014 Calculate Pell Award:  N or Y


VII. Packaging All Students (Budget Grouping/Package Grouping/Pell Calculation/Packaging)
********** IF PROCESSING ALL NEW, TRANSFER, AND CONTINUING STUDENTS*********

1) Run GLBDATA –Choose DATABASE- to extract the 0910_BUD_ASSIGN population selection:

Job Parameters:
01 Selection Identifier 1: 0910_NT_BUD_ASSIGN

02 Selection Identifier 2: 0910_C_BUD_ASSIGN

03 New Selection Identifier: 0910_BUD_ASSIGN 

04 Description for new selection: All Students Assign BGRP

05 Union/Intersect/Minus: U

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

2) Run RORGRPS - Choose DATABASE- for Budget Grouping.

Job Parameters:

01 Aid Year Code: 0910
02 Group Type Indicator: B

03 Term Code: enter current term

04 Process Indicator: B

05 Applicant ID: leave blank

06 Use All Applicants Indicator: N

07 Selection Identifier: 0910_BUD_ASSIGN

08 Application ID: FINAID

09 Creator ID of Selection ID: FAISUSR

010 User ID: FAISUSR

3) Run GLBDATA –Choose DATABASE- to extract the 0910_PCKG population selection:

Job Parameters:
01 Selection Identifier 1: 0910_NT_PCKG

02 Selection Identifier 2: 0910_C_PCKG

03 New Selection Identifier: 0910_PCKG 

04 Description for new selection: All Students PCKG Process

05 Union/Intersect/Minus: U

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

4) Run RORGRPS - Choose DATABASE- for Package Grouping.

Job Parameters:

01 Aid Year Code: 0910
02 Group Type Indicator: P

03 Term Code: enter current term

04 Process Indicator: B

05 Applicant ID:  leave blank

06 Use All Applicants Indicator: N

07 Selection Identifier: 0910_PCKG

08 Application ID: FINAID

09 Creator ID of Selection ID: FAISUSR

010 User ID: FAISUSR

5) Run RPEPELL to determine the Pell Grant amount for each student in your population selection. 

NOTE:  Banner 8 allows Pell to be packaged with RPEPCKG.

Job Parameters:

01 Aid Year Code: 0910
02 Process Indicator: B

03 Applicant ID: leave blank

04 Application Code: FINAID

05 Selection ID: 0910_PCKG

06 Creator ID: FAISUSR

07 User ID: enter your ID

 (Review .log file to determine if any students could not calculate due to errors.)

6) Using the same population selection, run RPEPCKG to package these students. 

NOTE:  Banner 8 allows Pell to be packaged with RPEPCKG.

Job Parameters:

	Banner 8

	01 Aid Year Code: 0910

	02 Process Indicator: B

	03 Action Indicator: A (or S if running in Simulation)

	04 Applicant ID: leave blank

	05 Packaging Group Code: leave blank

	06 Application Code : FINAID

	07 Selection ID: 0910_PCKG 

	08 Creator ID: FAISUSR

	09 User ID: FAISUSR

	010 Ignore Package Complete Date: N

	011 Print Report: B

	012 Ignore Tracking Requirements: N

	013 Award Exhausted Fund Option:  N

	014 Calculate Pell Award:  N

	Banner 7

	01 Aid Year Code: 0910

	02 Process Indicator: B

	03 Action Indicator: A (or S if running in Simulation)

	04 Applicant ID: leave blank

	05 Packaging Group Code: leave blank

	06 Application Code : FINAID

	07 Selection ID: 0910_PCKG 

	08 Creator ID: FAISUSR

	09 User ID: FAISUSR

	010 Ignore Package Complete Date: N

	011 Print Report: B


VIII. Determining Over-Awards    
1) Run RORCALC
Job Parameters:

01 Aid Year Code: 0910
02 Print Report: F

03 Report Selection Query ID: leave blank

04 Application Code: leave blank

05 Creator ID: leave blank

06 Sort Order: N for Name or I for ID

07 User ID: leave blank

2) Review report to determine if aid needs to be adjusted for any student that is over-awarded.  

IX. Sending Award Letters

1) Run GLBDATA -Choose DATABASE- to extract the AWARD_FLAG population selection:

Job Parameters:
01 Selection Identifier 1: AWARD_FLAG

02 Selection Identifier 2: leave blank

03 New Selection Identifier: leave blank

04 Description for new selection: leave blank

05 Union/Intersect/Minus: leave blank

06 Application Code: FINAID

07 Creator of Selection ID: FAISUSR

08 Detailed Execution Report: leave blank

Dynamic parameters:

88     aidy_code


0910
2) Run GLBLSEL to gather the appropriate variable information for you population selection.

Job Parameters:
01 Application: FINAID

02 Process Pending Letters: N 

03 Letter Code: FA_AWARD_STMT

04 Selection ID: AWARD_FLAG

05 Creator ID: FAISUSR

06 User ID: your user ID

07 Term Code: leave blank

08 Aid Year: 0910
09 Address Selection Date: enter today’s date

010 Address Type: 1MA

         Address Type: 2LO

011 Detailed Error Report: N

012 Detailed Execution Report: leave blank

Dynamic parameters:

88      aid_year_code

0910
88      First_Term

200910


88      Second_Term

200920

88      Third_Term

200930

3) Run GLRLETR to print the letter or extract the information to merge into a MS Word Document. 

Job Parameters:

01      Application Code: FINAID

02     Word Process Extract Options:  1

03     Print All Pending Letters: N

04     Letter Code: FA_AWARD_STMT

05     Sort Variable: leave blank

06     Term Code: enter current term

07     Module Code: R

08     Audit Indicator: N

09     Free Form Date 1: enter today’s date

Free Form Date 2: enter today’s date

Free Form Date 3: enter today’s date

10     Aid Year Code: 0910
4) Find the extract file FA_AWARD_STMT.doc in the jobsub directory and FTP to your PC to complete Mail Merge. 

5) Complete Mail Merge.  

6) Run RLRLETR to remove the award letter flags for the population selection for which you printed letters.  
Job Parameters

01 Selection ID: FA_AWARD_STMT

02 Application Code: FINAID

03 Creator ID: FAISUSR

04 Aid Year Code: 0910
05 Award or Tracking Indicator: A

06 User ID (in Banner 8)
X. Process Loans (FFELP) and receive funds.

This process assumes you will not create loan applications until student is complete and you will create in Ready status. 

1) Run GLBDATA to extract the population selection 0910_LOANS. 

Job Parameters:
 01 Selection Identifier 1: 0910_LOANS

 02 Selection Identifier 2: leave blank

 03 New Selection Identifier: leave blank

 04 Description for new selection: leave blank

 05 Union/Intersect/Minus: leave blank

 06 Application Code: FINAID

 07 Creator of Selection ID: FAISUSR

 08 Detailed Execution Report: leave blank

Dynamic parameters:

 88      Current_Term

Enter current term code

 88      AIDY_CODE

0910
2) Create loan application record in Banner by running RPRELAP.  

Job Parameters:

 01 Aid Year Code: 0910
 02 Fund Code: 1FSUB

Fund Code: 1FUNSB

Fund Code: 1FUNSP

Fund Code: 1FPLUS

 03 Default Process Type: GP

 04 Application Code: FINAID

 05 Report Selection Query ID: 0910_LOANS

 06 Creator ID: FAISUSR

 07 Process Indicator: B

 08 Student ID: leave blank

 09 Not used at this time: leave blank

 010 Permanent Address: MA

 011 Local Address: LO

 012 Loan Status Default: INPR

 013 Electronic Application Status Default: R
 014 EFT Authorization Default: Y

 015 Lock Indicator Default: leave blank

 016 References Default: leave blank

 017 Deferment Request: leave blank
 018 Capitalization: leave blank

 019 Default Lender: leave blank
 020 Default Guarantor: leave blank
 021 Default Return ID: leave blank

 022 Default Loan Period: leave blank

 023 Default PN Delivery Code: P

 024 Not used at this time: leave blank

 025 Default Federal Application Form Code: M

 026 Default Serial Loan Code: S

 027 Hold/Release Indicator: RR

 028 Source of Lender ID:  X

 029 User ID: Enter your User ID

 030 PLUS MPT Serial Loan Code: not required

 031 PLUS Request Amt. Confirmed: not required
3) Use RPAELAP to review/update loan application record if necessary.  (Loan Period, Lender Code, etc.) 
4) Run RPRELAX to extract loan applications with the application status of “Ready”.  The extract file created will be ELAPxxIN.DAT.  
Job Parameters:

	 01 Aid Year Code: 0910

	 02 Fund Code: 1FSUB

	           Fund Code: 1FUNSB

	          Fund Code: 1FUNSP

	          Fund Code: 1FPLUS

	 03 File Identifier: P

	 04 School Name: Eastern Michigan University

	 05 Recipient Name: Sallie Mae

	 06 Recipient ID:  700043

	 07 Media Type: P

	 08 Application Code: leave blank

	 09 Report Selection Query ID: leave blank

	 010 Creator ID of Selection ID: leave blank

	 011 Combine Sub/Unsub Stafford: Y

	 012 Version Number: 5

	 013 EL School Code: leave blank 

	 014 EL Branch ID: leave blank


5) You will then need to FTP the ELAPxxIN.DAT from the Banner Directory to your PC and import into your Loan Software to transmit.  

6) When you receive the Response File from your Lender, you will need to rename this file to elupdtop.dat  and FTP this file from your PC to the Banner Data Load Directory.  (/banner/u99/sct/dataload/finaid)

7) Run RPRELRU to upload your response files you receive from the lender/servicer.    

Job Parameters:

 01 Loan Status Code: GUAR

8) When you receive an EFT file from the lender/servicer, you will need to rename this file to eftxxx.dat (where xxx is a one up number assigned by you) and FTP this file from your PC to the Banner Data Load Directory.  (/banner/u99/sct/dataload/finaid)

9) Run RPREFTL to load the EFT files into the temporary tables.  

Job Parameters:

 01 EFT File Name: eftxxx.dat (where xxx is a three digit roster/file sequence number assigned by the institution). 

Multiple EFT files can be loaded in at the same time.  Each file must have a unique file name.  

10) Record receipt of EFT funds on RPAEPMT by checking the Receipt box next to the correct dollar amount entry. 

11) Run RPREFTP to load the confirmed EFT funds into the Permanent tables onto RPALDSB.  This process will flip the “Feed indicator” to Y so loans can be feed to the student account next time you run RPEDISB (disbursement).

Job Parameters:

 01 Distribution Method: E

 02 Reference ID: leave blank

12) Review the output of RPREFTP to determine that all students loaded correctly.  If any student did not load correctly, view and correct their records on RPAELDB and rerun RPREFTP.  

Note:  If the record cannot be fixed, manually enter information on RPALDSB and delete record from RPAELDB
13) Run RPRLNEX will report differences in scheduled disbursement amount and actual disbursement amount.  You are allowed to enter a tolerance level.  

Job Parameters:

 01 Term Code: Enter Current Term

 02 Fund Code: 1FSUB

Fund Code: 1FUNSB

Fund Code: 1FUNSP

Fund Code: 1FPLUS

 03 Tolerance Amount: 1

 04 Application ID: leave blank

 05 Selection ID: leave blank

 06 Creator ID: leave blank

 07 User ID: leave blank

 08 Set Exclude Indicator to Y: N

 09 Process Type: B

 010 Process EFT only: N

 011 Reference ID: leave blank

 012 Set Feed Indicator to N: N or Y (Y  updates the Feed Indicator to N for those records where the tolerance is   exceeded when a pending disbursement exceeds your defined tolerance)
14) If there are any discrepancies on RPRLNEX that cannot be resolved prior to disbursement, go to RPALDSB and change the feed indicator to N for those students to prevent disbursement.  Once resolved, remember to change the feed indicator back to Y:  

15) Run RPRLNAG to produce a report indicating how many days that the funds have been here and not yet disbursed. 

Job Parameters:

 01 Aid Year Code: 0708

 02 Term Code: Enter Current Term

 03 Fund Code: 1FSUB

Fund Code: 1FUNSB

Fund Code: 1FUNSP

Fund Code: 1FPLUS

 04 Reference ID: leave blank

 05 Sort Order: D

16) Prior to the end of each term, run RRREXIT for exit counseling for prospective graduates.

Job Parameters:

	Banner 8

	 01 Aid Year Code: 0910

	 02 Exit Counseling Type: L for Loan or T for Teach

	 03 Fund Code: 1FSUB

	             Fund Code: 1FUNSB

	             Fund Code: 1FUNSP

	             Fund Code: 1FPLUS

	 04 Exit Requirement Code: EXTSTF

	 05 Requirement Status Code: (find on RTVTRST)

	 06 Check for Graduates: optional

	 07 Check for Withdrawals: optional

	 08 Check for Low Enrollment: optional

	 09 Check for No Enrollment:  optional

	 010 Check for Invalid Major: option to check for students no                    longer in a valid teach major

	 011 Graduation Term: optional

	 012 Graduation Beginning Date: Enter Date- graduation date must be after this date   

	 013 Graduation Ending Date:  Enter Date- graduation date must be before this date

	 014 Current Term Code: Enter Current Term

	 015 Previous Term Code: leave blank 

	 016 Report and/or Update: Report only or update and report

	 017 Page Break : Y

	 018 Print NSLDS Summary: Y

	 019 Application Code: leave blank

	 020 Selection ID: leave blank

	 021 Creator ID: leave blank

	 022 User ID: leave blank


	Banner 7

	 01 Aid Year Code: 0910

	 02 Fund Code: 1FSUB

	Fund Code: 1FUNSB

	Fund Code: 1FUNSP

	Fund Code: 1FPLUS

	 03 Exit Interview Req Code: EXTSTF

	 04 Requirement Status Code: (find on RTVTRST)

	 05 Check for Graduates: optional

	 06 Check for Withdrawals: optional

	 07 Check for Low Enrollment: optional

	 08 Graduation Term: optional

	 09 Graduation Beginning Date: Enter Date – graduation must be after this date

	 010 Graduation Ending Date: Enter Date – graduation must be before this date

	 011 Current Term Code: Enter Current Term

	 012 Previous Term Code: leave blank

	 013 Report and/or Update: optional

	 014 Page Break Indicator: Y

	 015 Print NSLDS Summary: Y

	 016 Application ID: leave blank

	 017 Selection ID: leave blank

	 018 Creator ID: leave blank

	 019 User ID: leave blank


17) After the start of each term, run RRREXIT for exit counseling for students:

Job Parameters:
	Banner 7

	 01  Aid Year Code: 0910

	 02  Fund Code: 1FSUB

	 Fund Code: 1FUNSB

	 Fund Code: 1FUNSP

	 Fund Code: 1FPLUS

	 03 Exit Interview Req Code: EXTSTF

	 04 Requirement Status Code: (find on RTVTRST)

	 05 Check for Graduates: optional

	 06 Check for Withdrawals: optional

	 07 Check for Low Enrollment: optional

	 08 Graduation Term: optional

	 09 Graduation Beginning Date:  leave blank

	 010 Graduation Ending Date: leave blank

	 011 Exit Interview Req Code: EXTSTF

	 012 Current Term Code: Enter Current Term

	 013 Previous Term Code: Enter Previous Term 

	 014 Report and/or Update: report only or update only

	 015 Page Break Indicator: Y

	 016 Print NSLDS Summary: Y

	 017 Application ID: leave blank

	 018 Selection ID: leave blank

	 019 Creator ID: leave blank

	 020 User ID: leave blank

	Banner 8

	 01 Aid Year Code: 0910

	 02 Exit Counseling Type: L for Loan or T for Teach

	 03 Fund Code: 1FSUB

	          Fund Code: 1FUNSB

	          Fund Code: 1FUNSP

	          Fund Code: 1FPLUS

	 04 Exit Requirement Code: EXTSTF

	 05 Requirement Status Code: (find on RTVTRST)

	 06 Check for Graduates: optional

	 07 Check for Withdrawals: optional

	 08 Check for Low Enrollment: optional

	 09 Check for No Enrollment:  optional

	 010 Check for Invalid Major: option to check for students no longer in a valid teach major

	 011 Graduation Term: optional

	 012 Graduation Beginning Date: leave blank  

	 013 Graduation Ending Date: leave blank

	 014 Current Term Code: Enter Current Term

	 015 Previous Term Code: Enter Previous Term 

	 016 Report and/or Update: Report only or update and report

	 017 Page Break : Y

	 018 Print NSLDS Summary: Y

	 019 Application ID: leave blank

	 020 Selection ID: leave blank

	 021 Creator ID: leave blank

	 022 User ID: leave blank


18) Develop procedures to communicate with students regarding Exit Counseling.  

XI.
Disburse Aid

*********BATCH DISBURSEMENT*********

1) Run RPEDISB to disburse (pay, memo, and authorize) aid.  

Job Parameters:
	01 Aid Year: 0910

	01 Process Indicator:  B

	02 Term Code: enter disbursement term

	03 Applicant ID: leave blank

	04 Action Indicator: N

	05 Fund Code: leave blank to disburse all funds

	06 Sort Sequence Indicator: N ( or I)

	07 Application Code: leave blank

	08 Selection ID: leave blank

	09 Creator ID: leave blank

	010 Not Used at This Time: No

	011 User ID: leave blank

	012 Pell Report Type: B

	013 Disbursement Report Type: C

	014 Disbursement Report Sort: F

	015 Print Report: Y


2)  (Optional) To review payments only, run the RPRADSB report. This report is not connected to a disbursement run and may be produced at any time using various options.

Job Parameters:

01 Aid Year: 0910
02 Report Selection Query ID: leave blank

03 Application Code: leave blank

04 Term Code: enter disbursement term

05 Disbursement Date: leave blank

06 Sorting Option: 1

07 Creator ID: leave blank

08 Fund Code: leave blank to disburse all funds

09 User ID: leave blank

*********INDIVIDUAL ON-LINE DISBURSEMENT*********

1) On ROAIMMP, run disbursement for an individual student for a specific term. 

2) Review payments on RPAAWRD or RSIAREV.
3) Determine why a specific fund didn’t disburse by viewing ROIDISB for an individual student.  This form will only show one reason, although, the student may have others.  Once this reason is resolved, the next reason can be viewed on this form. 

XII. Process Student Employment

1) Complete RJASEAR to authorize students to work.  This is assigning job titles, positions, and pay rates to the student. 

Note:  Some schools choose to refer students to jobs prior to authorizing.  If this is desired, use RJASERF to complete the referral.
2) Notify Human Resources of students authorized to work by printing the RJRAUTH report.  This report can be run periodically to identify new students only. 

3) Paying students is done in one of the following ways:

a. Manually enter payroll on RJASEME (if HR is not live). 

b. Run RJRLOAD to update the Financial Aid forms with payroll information from HR. 

4) Financial Aid can monitor student earnings.

a. Run the exception report, RJRPAYE, to find out who was paid but not authorized to work (only if HR is installed).

b. Review any student’s earning history on RJISEWH.
c. Run the RJRDPPR report to monitor student’s earnings by department.  Can also be used to print departmental timesheets. 

d. Run RJRSEEC to print each student’s hours worked per pay period.  This report will also display the student’s total authorization. 

XIII. Report COD 

1) Create Origination Records by running RERORxx.   

Job Parameters:
 01 Aid Year Code: 0910
 02 Create Pell Originations: Y

 03 Create ACG Originations: Y

 04 Create SMART Originations: Y

 05 Create Origination Award Stat: A

 06 Proc Data Request Records: N

 07 Application ID: leave blank

 08 Selection ID: leave blank

 09 Creator ID: leave blank

 010 User ID: leave blank

2) Extract Origination and Disbursement Records by running REREXxx. This creates the output file CRPGxxIN.dat.

 01 Aid Year Code: 0910
 02 DL Fund Codes: leave blank

 03 Extract Pell Funds: Y

 04 DL Records to Extract: leave blank

 05 Promissory Note Print: leave blank

 06 Extract ACG Funds:  Y

 07 Extract SMART Funds: Y

 08 Attending School ID: leave blank

 09 Response Type : F

 010 Resend Document ID: leave blank

 011 Application ID: leave blank

 012 Selection ID: leave blank

 013 Creator ID: leave blank

 014 User ID: leave blank

 015 Print RERIMEX report: Y

 016 Update Student Identifier: Y

3) FTP CRPGxxIN.dat file from Banner to your PC, rename if necessary and transmit via EDConnect. 

4) Receive Receipt file CRRCxxOP.xml and Response File CRPGxxOP.xml and FTP these file from your PC to Banner Data Load Directory. (/banner/u99/sct/dataload/finaid)

5) Import Receipt file by running RERIMxx.  

 01 Aid Year Code: 0910
 02 XML Import Document Filename: enter receipt file name

 03 Print RERIMEX report: N

6) Import Response file by running RERIMxx.  

 01 Aid Year Code: 0910
 02 XML Import Document Filename: enter response file name

 03 Print RERIMEX report: B

7) Review the REICODD form to verify all documents have a response file uploaded.  

8) Receive any data request records.
9) (Optional) Review or manually enter data directly on REAORxx form.  

10) (Optional) You can view the disbursement records on READIxx. 

11) (Optional) You can view the Student Identifier Record on REASTID. 

Periodically, you will request/receive Year-to-Date, Multiple Reporting Records, Statement-of-Account information, etc.  These requests will be made via the COD Website. 

1) Once you receive the appropriate files, you will need to FTP them from your PC to your Banner Data Load Directory. (/banner/u99/sct/dataload/finaid)

2) Run RERFIxx to upload file. 

Job Parameters:
 01 Pell Ack. Or Corr. Error File: enter file name

 02 Accepted Records Print Option: N

3) Run RERGRNT to print out Grant COD Miscellaneous Reports. 
Job Parameters:
 01 Aid Year Code: 0910
 02 Grant Type: enter which grant you are reporting
 03 Select Verif. Code = W: Y if you want a report of all Originations with Verification of W

 04 Select System Gen Disb Nos.: Y if you want a report of all COD generated Disbursement Records (69-99)

 05 Select COD Grant Disb Locked: Y if you want a report of all Pell Records locked by COD due to MRR. 

 06 Select MRR record types: Enter specific MRR type if you want a report of MRR records.

 07 Select JIT no disb acknowledge: N

 08 Select JIT no charge accept: N

 09 Select all Rejected Orig Recs: Y if you want a list of all rejected Origination Records

 010 Select all Rejected Disb Recs: Y if you want a list of all rejected Disbursement Records

 011 Year to Date Reporting: Enter code for type of Year to Date Report you want printed. 

 012 Application ID: leave blank

 013 Selection ID: leave blank

 014 Creator ID: leave blank

 015 User ID: leave blank

XIV. Transfer Monitoring

1) Run GLBDATA to extract the TRANSFER_MONITOR population selection. 

Job Parameters:
 01 Selection Identifier 1: ENROLLED_CUR_TERM

 02 Selection Identifier 2: ENROLLED_PRIOR_TERM

 03 New Selection Identifier: TRANSFER_MONITOR

 04 Description for new selection: Students needing TM 
 05 Union/Intersect/Minus: M

 06 Application Code: FINAID

 07 Creator of Selection ID: FAISUSR

 08 Detailed Execution Report: leave blank

Dynamic parameters:

88     AID_YEAR

0910
88     Current_Term

Enter Current Term

88     Prior_Term

Enter Prior Term

2) Run RNRTMAC to populate the Transfer Monitoring Form with your students in your population selection.  

Job Parameters:
 01 Aid Year Code: 0910
 02 Application ID: FINAID

 03 Selection ID: TRANSFER_MONITOR

 04 Creator ID: FAISUSR

 05 User ID: Enter your User ID

 06 School Code: leave blank 


(Banner 8) School OPEID and Branch ID):  not required
 07 Enrollment Begin Date: Enter Enrollment Begin date for all students in your population selection

 08 Remove from Monitoring?: N

 09 Print Report?:: Y

 010 Use Class Start Date: N

 011 Request Type to Create: enter type of records (TSM, FAH or Both)
3) (Optional) Manually enter student on RNATMNT.  

4) Run RNRTMNE to extract these students (message class TRNINFIN).  

Job Parameters:
 01 Aid Year Code: 0910
 02 School Code: leave blank 


(Banner 8) School OPEID and Branch ID):  not required
 03 Hold Code: TR

 04 Sort Order: N

 05 Application ID: leave blank

 06 Selection ID: leave blank

 07 Creator ID: leave blank

 08 User ID: leave blank

 09 Resend TM Inform File Batch ID: leave blank

 010 Request Type to Extract: enter type of records (TSM, FAH or Both)
5) FTP TRNINFIN.DAT file from Banner to your PC and transmit via EDConn32.

6) Receive Acknowledgement Files TRNINFOP.DAT and Alert Files TRALRTOP.DAT from DOE and FTP the file from your PC to Banner Data Load Directory. (/banner/u99/sct/dataload/finaid)

7) Run RNRTMNI to import Acknowledgement Files and Alert Files.

Job Parameters:
 01 Acknowledgement of Alert File: Enter filename with extension

 02 Print Report Option: Y

 03 NSLDS Output Application ID: leave blank

 04 NSLDS Output Selection ID: leave blank

 05 NSLDS Output Creator ID: leave blank

 06 NSLDS Output User ID: leave blank

 07 Load FAH Record as Current: Y

8) If necessary, print the TRLTRPOP message class via MS Word or WordPad (does not upload into Banner). 

XV. Return of Title IV Funds

Assuming Student is entering appropriate date in key block of SFAREGS and changing Student Status to WW.  

1) Run SFRWDRL to create withdrawal records for students coded as WW (Withdrawn from Term ‘W” Grade)

Job Parameters:
 01 Audit or Update Mode: U

 02 Term Code: Enter Current Term

 03 Student Level: UG

Student Level: GR

 04 Campus Code: %

 05 Title IV Recipients only: N

 06 Enrollment Status Code: WW

 07 Default WDRL Code: WW – needs to be built on STVWDRL

 08 Major Sort Sequence: L

 09 Minor Sort Sequence: N

 010 Home Address SDAX Code: need to find out from student what code on GTVSDAX is address code

 011 Campus Address SDAX Code: need to find out from student what code on GTVSDAX is address code

 012 Application ID: leave blank

 013 Selection ID: leave blank

 014 Creator ID: leave blank

 015 User ID: leave blank

2) Run RPRTIVR to produce a report of students recently withdrawn.  

Job Parameters:
 01 Aid Year Code: 0910
 02 Term Code: Enter Current Term

 03 Beginning Withdrawal Date: leave blank

 04 Ending Withdrawal Date: leave blank

 05 Title IV Fund Code Indicator: 4 to print all awards (not just title IV)

 06 Sort Sequence Ind: N

 07 Withdrawal Status Code: WW–needs to be built on STVWDRL

 08 Calculation Status: U

 09 Application ID: leave blank

 010 Selection ID: leave blank

 011 Creator ID: leave blank

 012 User ID: leave blank

3) Calculate the Return of Title IV Funds on RPATIVC.  
· This can be done in Simulation Mode.  If necessary, a fund can be locked and saved and Simulation Mode can be run again. 

· When your sure calculation is correct, run in Calculate and Save Mode.
4) Revise Award accordingly on RPAAWRD. 
5) Return Loan Funds on RPALDSB if necessary.  
XVI. Assign SAP Codes annually

1) Run SAP progress calculation by using ROPSAPR. 

Job Parameters:
 01 Aid Year Code: 0910
 02 Term Code for Calculation: Enter Current Term (needs to be in aid year from above)

 03 SAP Effective Term Code: Enter Term Code SAP will be effective

 04 Student ID: leave blank

 05 Use All with RORSTAT for aidy: N

 06 Use All Enrolled for Term: Y

 07 Application Code: leave blank

 08 Creator ID: leave blank

 09 Selection ID: leave blank

 010 User ID: leave blank

 011 Create RORSTAT Record Y or N: N
XVII. Send SAP Pending Letters

1) Run GLBLSEL to gather the appropriate variable information for you population selection.

Job Parameters:
 01 Application Code: FINAID

 02 Process Pending Letters: Y

 03 Letter Code: Enter Specific SAP Letter Code

 04 Selection ID: leave blank

 05 Creator ID: leave blank

 06 User ID: leave blank

 07 Term Code: Enter SAP Effective Term

 08 Aid Year: 0910
 09 Address Selection Date: enter today’s date

 010 Address Type: 1MA

Address Type: 2LO

 011 Detailed Error Report: N

 012 Detailed Execution Report: leave blank

2) Run GLRLETR to print the letter or extract the information to merge into a MS Word Document. 

Job Parameters:

 01 Application Code: FINAID

 02 Word Process Extract Options:  1

 03 Print All Pending Letters: Y

 04 Letter Code: Enter Specific SAP Letter Code

 05 Sort Variable: leave blank

 06 Term Code: Enter SAP Effective Term

 07 Module Code: R

 08 Audit Indicator: N

 09 Free Form Date 1: enter today’s date

 010 Free Form Date 2: enter today’s date

 011 Free Form Date 3: enter today’s date

 012 Aid Year Code: 0910
3) Find the extract file sap letter code.doc in the jobsub directory and FTP to your PC to complete Mail Merge. 

4) Complete Mail Merge.  

5) REPEAT THIS PROCESS FOR EACH SAP LETTER.  

XVIII. FISAP

1) Create the FISAP report by running RORFSxx.  

Job Parameters:

01 Aid Year: 0910
02 Create/Print or Both:  B

03 FPERK Paid or Offered Amount: P

04 FSEOG Paid or Offered Amount: P

05 FWS Paid of Offered Amount: P

06 Billing or Adjusted Hours: A

07 Sort by Last Name/FISAP Income: N (or I)

08 Application ID: leave blank

09 Selection ID: leave blank

010 Creator ID: leave blank

011 User ID: leave blank

012 Undergraduate Level Code 1: UG (in Banner 8, you can specify as many as 19)
013 FT Load for UG Code 1: 12 
14-49 Leave blank
050 Graduate Level Code 1: GR 
051 FT Load for Grad Code 1: 9


52-87 Leave blank
2) View and update any necessary FISAP information on ROAFSAP.

Note:  Once you have updated any information on this form, do not rerun RORFSxx in CREATE mode or you will lose all changes. 

3) If necessary, run RORFSxx again to print the report.  You can print it according to name or FISAP income level.  

4) From the printout, enter required information into the DOE FISAP software.

5) Allow other areas to enter in necessary FISAP information.

6) Transmit FISAP to DOE. 
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