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Introduction

The State Grants Partner Interface is a Web portal that allows school users to manage Pennsylvania
state grant student records on the Web, including participants in the State Grant Distance Education
Pilot Program (SGDEPP). School users can search for, view, and update individual student records;
view eligibility records; submit special requests when changes cannot be made on the portal; request
primary school changes; access the online Web certification; use mass update queues to update
multiple student records; and access and export student listings through a state grant dashboard.

This user guide describes only the features of the Grants Partner Interface that pertain to the State
Grant Distance Education Pilot Program. For complete instructions for using the State Grant
Partner Interface for State Grants and the Ready to Succeed Scholarship Program, see user guides
WB0123-State Grant Partner Interface User Guide PHEAA and WB0139-School Portal
Ready to Succeed Scholarship Partner Interface User Guide PHEAA.
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Accessing the State Grants Partner Interface

PHeaaj — e

Hoime Colloge Planning Funding Oppartunities Partner Accoss Taols & Resources

Iakinpicolrsesihis summers;
WESTERoW S tceptingapplicationsfortie) oo Ao A b
PA Summer State Grant e e ke

* Chonge your sddress
and move!

College Planning

P

Bie EDUCATION
Dt PLANNERE

Find us on
I] Facebook

1. Open an Internet browser and enter the following URL:
https://partners.aessuccess.org/B2BAuth/login.htm

2. Press [Enter ],
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- i Login screen displays.

Contact Us
- American Education Services
. = Welcome
—J Monday, January 14, 2013
Login
In order to continue, please enter avalid userid and Password.
*Userld: ||
*Password:

s Change Password
e Forgot your password?
« Reguest/Approve Access System

Contact Us

Copyright @ 2007-2012 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

3. Inthe User Id field, enter a valid, PHEA A-assigned ID.
4. Inthe Password field, enter a valid RACF password.

5. Click Sign In.

NOTE: Links are available for password help and to take the school user to the Business
Partner Access Management System (BPAMS) to request and approve access.
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WD The Welcome to AES School Portal page displays.

Users are required to agree to the terms of use each time they sign in.

(VIELIIEE & Sign Out

Alec Welcome, JAMES SMITH - Tuesday, May 21, 2013
I~

“_J THE FINANCIAL AID KNOW.IT-ALL

Welcome to AES School Portal

(5._ You are accessing AES School Portal in the Standard View. If you are using an assistive technology, such as screen reader, we recommend you
switch to our Assistive Technology View for an improved experience. You can change your preferred view each time you sign in.

Disclaimer

This computer is a U.S. Government computer system. It should be used for official U.S. Government work only. Use by unauthorized persons, or for
personal business, is prohibited and constitutes a violation of 16 U.S.C. 1030 and other Federal laws. You have NO REASONABLE EXPECTATION OF
PRIVACY while using this computer. All data contained herein may be monitored. intercepted, recorded, read, copied, or captured in any manner by
authorized personnel. System personnel or superisors may give law enforcement officials any potential evidence of crime, fraud, or employee
misconduct found on this and all connected computer systems. Furthermore, law enforcement officials may be authorized to access and collect

evidence from this system.

USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES EXPRESS CONSENT TO THIS MONITORING. IF YOU
DO NOT COMSENT, PLEASE CLOSE THE WINDOW TO EXIT AES SCHOOL PORTAL. IF YOU AGREE TO ALL THE CONDITIONS ABOVE, PLEASE
PRESS YES, | AGREE.

No,IDoNotAgree | [ Yes,lAgree

Contact Us | Privacy Policy | Terms of Use
. o . . American
Copyright © 2007-2012 Pennsylvania Higher Education ance Agency. All Rights Reserved. Education

6. Click Yes, I Agree to continue.

April 2016
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WD The Welcome to AES School Portal page redisplays.

NOTE: Users will be prompted to enter a token only if they have access to federal data. This
page does not display for school users with access only to State Grant information.

Alec Welcome, James Smith - Friday, May 24, 2013

THE FINANCIAL AID KNOW.-IT-ALL

Welcome to AES School Portal

You are accessing AES School Portal in the Standard View. If you are using an assistive technology, such as screen reader, we recommend you switch to
our Assistive Technology View for an improved experience. You can change your preferred view each time you sign in.

Disclaimer

Security Code

Refresh your foken device and enter the B-digit code that appears

*Security Code.  eeeses Submit
J?;muun
I don't have my Token with me. Validation &
Pratection

American

her Education Assistance Agency. All Rights Reserved. Alec ‘

‘:f'i&rvioes

7. Refresh the token device.

8. In the Security Code field, enter the six-digit security code that was generated by the token
device.

NOTE: Users who have registered a token but do not have it available can request a temporary
security code.

9. Click Submit.
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- i Application Selection screen displays.

Alec
‘Welzome, JAMES SMITH - Tuesday, June 30, 2018
THE FINANCIAL AL KNOW-IT-ALL

i Application Selection s coss som me cptens provies ssiow

REMOTE CLIENT FILE SHARING DIRECT ACCESS CONSUMER SCHOOL PORTAL
SER' My File Gatvway DEMWBSCAned! s Ty
Loar

WEB TABLE
MAINTENANCE

noy. All Faghty Reserved.

10. Click SCHOOL PORTAL Alec for Schools.
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WD The Alec school portal displays.

Alec
I

Home State Grants + Loan Processing +

State Grants

© View State Grants Dashboard
Standard Lists and Worklists

Q) Create Mass Update Queue
Create Mass Update Queue

© View Weekly Update and Roster

Download from PageCenter

) State Grant Disbursement Certification
Disbursement Certification Form

Loan Processing

0 Real-time Processing with AES Loans
Onelink GUI

© Direct Access to the AES System
OC\Webconnect

Reports & Files

© Standard Reports
Page Center

O Send & Receive Files
Sterling File Galeway (Beta)

-U THE FINANCIAL AID KNOW-IT-ALL

Reports & Files +

© View My Exports
View Exporled Student Lists

@ Access State Grant & Special Programs
DOCMWebconnect

© State Grant Education Costs
Education Cost Form

© Request Primary School Change
Change Primary School in Student Record

© View Students AES Accounts

Account Access

© Loan Entrance/Exit Counseling
Loan Counseling Reports

Web Product Procedure

Messages

There are currently no messages

Alerts (Notifications)
Q You have no alerts.

View My Exports

Order Materials

Program Materials
Order loan processing forms, brochures & guides for
students, or deferment and discharge forms.

Training & Publications

Training Event Schedule

View upcoming fraining opportunities offered by AES
Document Library

View documentation on products, systems, and
services.

Loan Notes

Access AES publications on FFELP news.
Common Manual

Access the Commen Manual and other Common
Manual information.

Default Prevention

You Can Deal With It

Access a financial management website designed o
assist student loan borrowers with managing debt

YCDWI Downloads
Access calculators, fools and downloads to assist
student borrowers with financial management.

EDUCATIGNPLANNERS

Access a one-stop career and college planning site

School Portal Distance Education Partner Interface

EI S5N or Last Name £¥ Your Account ¥ Contact Us

Welcome JAMES SMTIH- Wednesday, December 3, 2014

April 2016
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Search for Students in the State Grant System

Search for students using the search field at the top of the portal.

Web Product Procedure

School Portal Distance Education Partner Interface

_Seﬁar\:h Grants EI SSN or Last Name

Alec
S~

State Grants

© View State Grants Dashboard
Standard Lists and Worklists

© Create Mass Update Queue
Create Mass Update Queue

© View Weekly Update and Roster
Download from PageCenter

O State Grant Disbursement Certification
Disbursement Certification Form

Loan Processing

0 Real-time Processing with AES Loans
OneLink GUI

© Direct Access to the AES System
OCMWebconnect

Reports & Files

© Standard Reports
Page Center

© Send & Receive Files
Sterling File Gateway (Beta)

"J  THE FINANCIAL AID KNOW-

Home Siate Grants Loan Processing +

PSS

Reports & 5 v

© View My Exports
View Exported Student Lists

O Access State Grant & Special Programs
OC/Webconnect

© State Grant Education Costs
Education Cost Form

O Request Primary School Change
Change Primary School in Student Record

© View Students AES Accounts

Account Access

© Loan Entrance/Exit Counseling
Loan Counseling Reports

£¥ Your Account =

ContactUs  JL<AIGLITS

Welcome JAMES SMTIH - Wednesday, December 3, 2014

Messages

There are currently no messages

Alerts (Notifications)

View My Exports

Order Materials

Program Materials
Order loan processing forms, brochures & guides for
students, or deferment and discharge forms.

Training & Publications

Training Event Schedule

View upcoming training opportunities offered by AES
Document Library

View documentation on products, systems, and
services.

Loan Notes

Access AES publications on FFELP news.
Common Manual

Access the Common Manual and other Common
Manual information.

Default Prevention

You Can Deal With It
Access a financial management website designed fo
assist student loan borrowers with managing debt

¥CDWI Downloads
Access calculators, tools and downloads to assist
student borrowers with financial management.

EDUCATIONPLANNERE

Access a one-stop career and college planning site

Search fields at the top of the page allow school users to search for grants or loans.

1. To manage Pennsylvania State Grant student records for SGDEPP participants, click the down

arrow in the first search field and select Search Grants.

NOTE: The drop down list does not display for school users with access only to State Grant

information. In this case, only Search Grants displays.

2. In the second search field, enter the student’s nine-digit Social Security number, 10-digit PHEAA
account number, or last name. To use a wildcard search, enter the first three characters of the
student’s last name followed by an asterisk (*).

3. Click Search.

April 2016
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NOTE: If the most recent record for the student is prior to the 2007-08 academic year, the
school user will be delivered directly to the student’s Eligibility Record.

April 2016 Confidential/Proprietary Information — PHEAA WB01385- 12
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W The student’s Eligibility Summary displays if the most recent record for the student is prior to
the 2007-08 academic year.

e = o o GER

Alec Vied:ome. JAMES SMITH- Tussday. April 26, 2016

THE FINANCIAL AID KNOW-TIT-ALL
Hama St Grants « Loan Processing « Rapors & Files
Eligibility Summary: James Student

5N 12M456TES ACCTE 1734561890 S0 Award Countor (Grand Total) 4

Larst Updatir OROTIFNS Laest User FGXPS

Term Records

Halfime: | Mo No Mo
Schoal Mame (OF Code): | 0012340001 BO123400-01
College Hame College Hame
Program of Study: | Bachelor's Degree (31 Bachelor's Degrew (Al Other Eachelors Degree (A1l Other
Cthes Wajors ) Majors) Majces}
506 Actual AwardReject: | $1.450 51,450 $2.900
56 Remedial Exception: a0
SG Award Counters: | 0.5 oo os A1)
56 Acadeenic Level: | 1 - First Academic Yoo 1 - Firs1 Academic. Yoar
Cancellstlon Reascn:
Adjustment Reason:
PHEAA EFC:
High School Graduate: | Yes Yes Yes

[ Perioc Records 1998 1999
s i abrosn _ i

MIim:F;M: Yos
Tetal Family Comribution: | O
High School Grad Year: 1568
Veieran Stams: | Mo
Financial Independent Status: Ne
Inactivatlon Reascn:

Hame | State Grants | Loan Procassing | Reports & Filas

Contact U | Priv Terma of Use

Copyright © 200 Pennsyhvnia Higher Education Assstance Agency. All Hights Reserved,
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W The Search Results page redisplays a list of accounts that match the criteria entered in the
search field. This screen displays only if the school user searched by last name and the most recent
record for the student is after the 2007-08 academic year.

—_ coomcommmme TE—

Alec Welcome, JAMES SMITH - Thursday, October 23 2014

THE FINANCIAL AID KNOW-IT-ALL

Home  Stabe Granls = | Loan Processing ~ | Reporis & Fies =

Search Results for: student

= Dresglaying 1 - 4 out of 4 Results
1=

All Periods

Action Student Name 58N Account & Dioms Address City State
View STUDENT 123456789 1234567890 1200 NORTH MAIN HARRISBURG PA
Accoumnt ABBY STREET

View STUDENT 123456789 1234567800 1200 NORTH MAIN HARRISBURG PA
Account BETSY STREET

Wiew STUDENT 123456789 1234567890 1200 NORTH MAIN HARRISBURG Pa
Account CAROL STREET

Wiew STUDENT, 123456789 12345657690 1200 NORTH MAIN HARRISBURG PA
Account CAVID STREET

Home | State Grants | Loan Processing | Reports & Files.

Alec ‘

Contact U | Privacy Policy | Termes of Usa

Copyright © 20072014 Pennsylvania Higher Education Assistance Agency. All Rights Resarved.

NOTE: Students display for all periods. To filter student records by academic year, click the
down arrow and select the academic year.

4. To view a student’s account, click the View Account link in the Action column.

April 2016 Confidential/Proprietary Information — PHEAA WBO01385- 14
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W The Student Record page displays.

NOTE: Information for the most recent academic year is not displayed until PHEAA is ready
to release estimated eligibility to school users. Generally, this occurs in February.

oo XTI - e

Alec Welcome, JAMES SMITH - Wednesday, January 7, 2015

THE FINANCIAL AID KNOW-IT-ALL

Home: State Grants +  Loan Processing - Repons & Files

+ Back to Search Results State Grant Infarmation for, S509%597-01 Pheaa Quarter Univiersity
o .

Student Record: Abbott W Student o vewcucsimy rorstuoen

Special Request Update Record -

Prior Name

sk

55N 123-45-6789 ACCTs 12-3456-7890 SG Award Counter (Grand 242 RTSS Award Counter (Grand 0

Total): Tatal):
2014-2015 ACADEMIC | -: Retord Status: Complete Last Update. 10/28/2014 School Status: Primary @
[ Status: D Last User PH12345 Receved Date: 01/01/2014
State Grant Eligibility Fall. Grant Cancelled Winter: $1,138 Spring: $1,138

» Special Messages

Award Information School Notes Activity Log Application Info DE Pilot Program

Student Information

Address 1200 North Tth Street Phone:  (T17) 6656-1212 Email: org HS. 2008
Harrizburg, PA 17102

Grant Information

Academic Year
(=11 Winter Spring Total
School Mame (OE Code): 8095005701 9099909701 9909980701
Pheaa Quarter Pheaa Quarier Pheaa Quarter
Universily Universily Unnversity
Program of Study: Bachelor's Degree (A0 Bachelor's Degree (Al Bachelor's Degree (Al
Other Majors) Other Majors) Other Majors)
Award Date: 102H2014 1072972014 102972014
Housing Status: Off Campus Off Campus Off Campus
Enraliment Status: Full Time Student Full Time Student Full Time Student
AwardiRaject: Grant Cancelled $1,138 $1,138 $2 276
Alternate Award [AA) 50 3569 3569 $1,138
Enrollment Status for AA: Part-Time Part-Time Part-Time
Remedial Exception: oo
Award Counters: [i] 033 034 o&er
Award Type: Cancellation Processed Processed
Cancellation Reason: Student Not Enrolled Student Not Enrolled Student Not Enrolled

School Adjustment Reason:

PHEAA Adjustment Reason:

@ Classroom Credits:

@ Online Credits:

5. Click the DE Pilot Program tab to view Distance Education Pilot Program information. See
View Distance Education Pilot Program Information for more information.

April 2016 Confidential/Proprietary Information — PHEAA WBO01385- 15
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View Distance Education Information on the Student Record

The DE Pilot Program tab displays distance education information from the most recent academic
year application on file or the selected academic year if a different one was selected. This tab displays
when the primary school is approved to participate in the program and the student has been nominated
by the school.

Award Informaticn School Notes Activity Log Appication Info DE Fiat Program
Distance Education Pilot Progran
Fall Winer Spring
Nominated for Distance Education Yes Yes Yes
Pilot Award:
School Name (OE Code): 0990996701 9099009701 9990900701

Pheaa Quarter University Pheaa Quarter University Pheaa Quarter University

CIP Code: 01.0302 01.0302

Program Structure:
(Amtempted) Classroom Credits: 800 14.00

(Arempted) Online Credits:

{Actual) Classroom Credits:

{Actual) Online Credits:

Term GPA:

Cumulative GPA:

Primary Credential Completed:

Term Tuition:

Term Fees:

Home | State Grants | Loan Processing | Reports & Fles Aleo A "
Contact Us | Privacy Policy | Terms of Use a Education
= "] Bervices

Copyright © 2007-2014 Pennsylvania Higher Educition AssEtance agoency. All Rights Retwoerved.

The Nominated for Distance Education Pilot Award field displays Yes if the student was
nominated by the school for the Distance Education Pilot award.

The School Name (OE Code) ficld displays the eight-digit school code assigned by the Department
of Education and the two-character suffix assigned by PHEAA, followed by the school’s name.

The CIP Code (Classification of Instructional Program) field displays the standard code assigned by
the Department of Education to the program of study.

The Program Structure field displays the distance education composition of the student’s program
of study: 100% online instruction; 50% to 99% online instruction; or Less than 50%
online instruction.

The (Attempted) Classroom Credits ficld displays the number of credits the student is taking in a

classroom.

April 2016 Confidential/Proprietary Information — PHEAA WBO01385- 16
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The (Attempted) Online Credits ficld displays the number of credits the student is taking online.

The (Actual) Classroom Credits field displays the number of credits the student successfully
completed in a classroom.

The (Actual) Online Credits field displays the number of credits the student successfully completed
online.

The Term GPA field displays the student’s grade point average for the term.
The Cumulative GPA field displays the student’s total grade point average as of that term.
The Primary Credential Completed ficld displays the type of primary credential completed:
Bachelor’s Degree, Associate Degree, Diploma or Certificate. This ficld is populated for the
final term when the credential is completed.
The Term Tuition field displays the tuition for the term.
The Term Fees field displays the fees for the term.
NOTE: School users can print the Student Record and the DE Pilot Program tab on one

page. Select File, Print Preview from the Web browser. Reduce the print size to 50% in order
to keep the data on one page, then select Print.

April 2016 Confidential/Proprietary Information — PHEAA WBO01385- 17
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Update Distance Education Information on the Student Record

The State Grant Distance Education Pilot Program (SGDEPP) update is used to nominate
students for the Distance Education Pilot Program and to report distance education information.

NOTE: This section may be disabled if the latest academic year is not accessible because
PHEAA is not ready to accept updates.

- [ [T © o

Alec Welcome, JAMES SMITH - Wednesday, January 7, 2015

THE FINANCIAL AID KNOW.IT-ALL
Home | StaeGeants w | Loan Processing v | Repons R Fms

« Back lo Search Resulls Hate Grant Information for. 99999997-01 Pheaa Quarter University

Student Record: Abbott W Student e vieweucswmy ror stunens

Special Request Update Record
Prior Name g @

(s}
SEN. 123-46-8789 ACCT# 12-3466-TE90 SG Award Counter (Grand 242 RTSS Award Counter (Grand 0
Total) Tetal)

2014-2015 ACADEMIC =] Record Status: Complete Last Update.  10/29/2014  School Status Primary @
Dn dency Status: Depends Last User: PH12345 Received Date: o1i01/2014

State Grant Eligibility Fall. Grant Cancelled Winter: $1,138 Spring: $1,138

» Special Messages

Award Information School Notes Activity Log Apphication Info DE Pilot Program
Student Informatio
Address. 1200 Nerth Tth Street Phone (717) 6661212 Email org HE 2006
Harrisburg, PA 17102
Grant Information
Academic Year
Fall Winter Spring Total
School Name (OF Code): SB8GSEET-01 BE98ERET-01 B95%BE0T-01
Pheaa Cuarter Pheaa Cuarter Pheaa Quarter
University University Uiniversity
Frogram of Study: Bachelor's Degree (Al Bachelor's Degree (All Bachelor's Degree (Al
Other Magors) Otther Majors) Cither Majors)
Award Date: 10292014 1072972014 107292014
Housing Status: Off Campus. Off Campus. Off Campus.
Enrcliment Status: Full Tirme Student Full Time Student Full Time Student
Award/Reject: Grant Cancelled $1.138 $1.138 $2.278
Alternate Award (AA) 0 §569 §569 §1,138
Enroliment Status for AA: Part-Time Part-Time Fan-Time
Remedial Exception: 0.0
Award Counters: [/} 033 034 067
Award Type: Cancellation Frocessed Processed
Cancellation Reason: Student Not Enrolled Student Not Enrolled Student Not Enrolled
Scheol Adjustment Reason:
PHEAA Adjustment Reason:

@ Claszzroom Credits:

© Online Credits:

1. Click the down arrow to the right of the Update Record field and click Distance Education.

April 2016 Confidential/Proprietary Information — PHEAA WB01385- 18
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W The Distance Education Pilot Program section redisplays with the fields open for edit.

CERTIFY RECORDL ey certifying this record you acknowledge that you have reviewed the information for this
record and the information is comect.
Distance Education Pilot Program
The Distance Education Pilot Program allows schools to nominate students for awards for distance education Students must be
nominated for paticipation in each term. Once a student has been nominated, schools must enter the Institutional Reporting
i for the q student for 5 years
Fall Winter Spring
School OE Code: 9099009701 99009507.01 B9%R09T.01
School Name: Pheaa Quarter University Pheaa Quarter Liniversity Pheaa Quarter University
Nominate for Distance Nominated Nominate MNominate
Education Pllat Award: Withdraw Nomination
cPCode: 0 .o R o .on [ or oo [
Program Structure: - Salact =] Salect Salect (=]
{Actual) Clazsroom
Credits:
{Actual) Online Credits:
Term GPA:
Cumulative GPA:
Cumulative Credits
Ea 3
Primary Credential Saect =] Select Salect |=]
Completed:
Term Tuition: 3 5 s
Term Fees: 3 5 s
School Notes (Will not be reviewed by PHEAA)
Add comments for this update
0 View P T
Cancel
Home | State Grants | Loan Processing | Reports & Files
Contact Us | Privacy Policy | Terms of Use
Copyright B 2007-2014 Pennsyhnia Higher Education Assistance Agency. All Rights Reserved,

2. Check Certify Record to certify the student for the Distance Education award, or click Record
is Certified, not shown, to remove certification of the Distance Education award.

The School OE Code field displays the eight-digit federal school code assigned by the Department
of Education and the two-character suffix assigned by PHEAA.

The School Name field displays the name of the school.

April 2016 Confidential/Proprietary Information — PHEAA WB01385- 19
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3. In the Nominated for Distance Education Pilot Award fiecld, check Nominate to nominate
the student for the Distance Education Pilot award or Withdraw Nomination to withdraw the
student’s nomination for the Distance Education Pilot award. If the Withdraw Nomination box
is checked, the nomination that was previously reported for that term will be removed. If all
nominations are removed, all previously reported data for the term will be removed and the
Distance Education Pilot tab will no longer display.

NOTE: The following message displays when there is at least one previously nominated term
and a school user is withdrawing the nomination: WARNING: Withdrawing the
nomination will remove student as Participant.

4. Inthe CIP Code (Classification of Instructional Program) field, enter the two- and four-character
CIP code, or click the magnifying glass to the right of the field and select the two- and four-
character CIP codes from the Approved Programs list. This field is dynamic, meaning that the
codes that display in the second part of the field depend on the code that is selected in the first part
of the field. Both parts of this field are required.

5. In the Program Structure ficld, click the down arrow and select the distance education
composition of the student’s program of study.

6. In the (Actual) Classroom Credits ficld, enter the number of credits the student has
successfully completed in a classroom.

7. In the (Actual) Online Credits ficld, enter the number of credits the student has successfully
completed online.

8. Inthe Term GPA ficld, enter the student’s grade point average for the term.
9. In the Cumulative GPA ficld, enter the student’s total grade point average.
10. In the Cumulative Credits Earned field, enter the total number of credits earned.

11. In the Primary Credential Completed ficld, click the down arrow and select the credential
once the student has completed the program.

12. In the Term Tuition field, enter the tuition for the term.
13. In the Term Fees field, enter the fees for the term.
14. In the School Notes field, enter comments regarding the update, if necessary. Click View

Previous Comments to view comments entered for previous updates. This field is used by the
school for informational purposes only and will not be reviewed by PHEAA staff.
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15. Click Submit Changes to submit the updates made to the Award Adjustments section, or
click Cancel to close the Award Adjustments section without submitting the updates.
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View Distance Education Student Lists on the State Grant Dashboard

The Distance Education Pilot Program Dashboard displays on the State Grants Dashboard.

_Seﬁar\:h Grants EI SSN or Last Name E

Alec
S~

-U THE FINANCIAL AID ENOW-IT-ALL

Home Siate Grants Loan Processing + Reports & Files

State Gra

© View State Grants Dashboard
Standard Lists and Worklists

© View My Exports
View Exported Student Lists

) Creale s Update Qe O Access State Grant & Special Programs

Create Mass Update Queue OC/Webconnect

© View Weekly Update and Roster © State Grant Education Costs
Download from PageCenter Education Cost Form

© State Grant Disbursement Certification O Request Primary School Change
Disbursement Certification Form Change Primary School in Student Record

Loan Processing

© Real-time Processing with AES Loans 0 View Students AES Accounts
OneLink GUI Account Access

© Direct Access to the AES System
OCMWebconnect

Reports & Files

© Standard Reports © Loan Entrance/Exit Counseling
Page Center Loan Counseling Reports

© Send & Receive Files
Sterling File Gateway (Beta)

° Your Account = Contact Us

Logout

Welcome JAMES SMTIH - Wednesday, December 3, 2014

Messages

There are currently no messages

Alerts (Notifications)
) You have no alerts

View My Exports

Order Materials

Program Materials
Order loan processing forms, brochures & guides for
students, or deferment and discharge forms.

Training & Publications

Training Event Schedule

View upcoming training opportunities offered by AES
Document Library

View documentation on products, systems, and
services.

Loan Notes

Access AES publications on FFELP news.
Common Manual

Access the Common Manual and other Common
Manual information.

Default Prevention

You Can Deal With It
Access a financial management website designed fo
assist student loan borrowers with managing debt

¥CDWI Downloads
Access calculators, tools and downloads to assist
student borrowers with financial management.

EDUCATIONPLANNERE

Access a one-stop career and college planning site

1. Click View State Grants Dashboard.
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W) The State Grants Dashboard displays.

oo 0 oo coucr CIEED
Alec Welcome, JAMES SMITH Wednesday, November 5 2014

THE FINANCIAL AID KNOW-IT-ALL

Homa State Grants = Loan Processing = | Repons & Fies -

S g . 2015-2016 ACADEMIC | =| period for: | 9999997 PHEAA GUARTER UNIV[=|
State Grants Dashboard ki P 2
Updates By 8- 10024 10725 - 10031 mn nz "3 mna 15

All Statuses School 0 ] 0 [ 0 o 0

Inchudes complele and

incomplets recond. fos ] PHEAA Staderits 0 0 0 0 0 0 0

Active, Rejoct and Inactive

— Total 0 0 0 0 0 0 0

= SHOW MORE STATUSFS

State Gignts Distance Education

(®) Create Mass Updata

Qusus Nams Recards Dats Created actions Dosrdaad cer

No Mass Updates have been crealed

Home | State Grants | Loan Processing | Reports & Files.

oy Policy | Terma of Use - Bducation

Alec American
o Bervices

Copyright © 20072014 Pennsylvania Higher Education Assistance Agency. All Rights Resarved.

[ itpi//pacners. qaaessuccest.ong/ Grants grangiDashbeard.sheml |

2. To view a summary for a different academic year, click the down arrow in the academic year field
to select a new academic year to display.

3. To view a summary for a different branch, click the down arrow in the school field to select a new
branch.

4. Click the Distance Education tab to view the Distance Education portion of the State Grant
Dashboard.

For more information about the State Grant Dashboard, see user guide WB@123-School Portal
State Grant Partner Interface_User Guide PHEAA.
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W The Distance Education tab displays.

The Distance Education tab displays student lists, disbursements rosters and refund groups
(invoices) for managing the State Grant Distance Education Pilot Program.

State Grants Distance Education

Process Distance Education Award View Disbursements
- IR
Mol Nominated (DE & <50%) [ 7 T C 1 a8 Processed
4

Nominated (Pending Eligibility )
5 Processed

Awarged - Needs Cenmcation 3 4 12 12
Awarded - Cerlified 1 1 2 B Processed
Rejects - Distance Education Funds Depleted

9 Processed

Rejects - Al Other Reject Types F: z a

Nominated Siudents Total

olete Reporting for Distance Education Supplementa

0 View Al Refund Groups

Status - All Participants Fall Winter Spring

Incomplate Reparting

Review Refunds for Distance Education Awards

Status Fall Winter  Spring  All
Refunds Neeged
Refunds Total . b 1

Process Distance Education Mass Update @ Crvale Mass Updato

Queus Name Records Date Created

test 1 V20014 0324 PM

Hamo | State Grants | Loan Processing | Reports & Flos

Policy | Terms of Use

Copyright © 2007-2014 Pennsylvania Higher Education assitance agency. all Rights Reserved,

See the following sections for more information:

e Process Distance Education Award
*  Complete Reporting for Distance Education Supplemental Information
» Review Refunds for Distance Education Awards

NOTE: Process Distance Education Mass Update, View Disbursements and View Refunds are
described in later sections of this guide.
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Process Distance Education Award

The Process Distance Education Award section displays student lists for each status of the
SGDEPP processing cycle.

State Granis Distance Education

Process Distance Education Award View Disbursements
Status

Not Nominated (D & <50%) &

Nominated (Pending Eligibaty)

Awarded - Needs Cenification 3 4 L 12
Awarded - Cemmed 1 1 2

Rejects - Distance Ecucation Funds Depleted 1 1

Rejects - All Other Rejact Types 2 o

Nominated Students Total

[ orting for Distance Education Supplementa
information i
Stalus - All Participants Fall Winter speing
Incompiete Reporting 38 38 a6
eview R ds for Distance Edu Awa
Bas Fall Winter Spring An
Refunds Needed
Refunas Toal 1 4
Process Distance Education Mass Update (B Craato Mass Update
‘Cueue Name Records Date Creaied Actions
fest 1 120572014 03.24 PM Edil Process  Dolole

Home | State Grants | Loan Processing | Reports & Files

Contact Us | Privacy Policy of Uga

Copyright € 2007-2014 Pennsylvania Higher Education Assistance Agency. All Rights Raserved.

1. Click a link for the desired term or for all terms to view a Distance Education Student Lists.

NOTE: Some student lists may be viewed by term and academic year while others may be
viewed only by term or only by academic year.

See the following sections for more information:

e Not Nominated (DE & <50%)

* Nominated (Pending Eligibility)

* Awarded - Needs Certification

» Awarded — Certified

* Rejects - Distance Education Funds Depleted
» Rejects — All Other Reject Types

* Nominated Students Total
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Not Nominated (DE & <50%)
The Nominate Records — Distance Ed screen displays a list of students who are not eligible for
Pennsylvania State Grants due to classroom enrollment requirements but may qualify for an SGDEPP

award. These students have not yet been nominated by their school for the SGDEPP award.

NOTE: This student list may be viewed only by term. The spring term was selected in this

example.
N 0 oo CITTT
Alec Welcome, JAMES SMITH . Manday, December & 2014
THE FINANCIAL AL KHOW-IT-ALL
Home  SiateGranis ~ | LoanFrocessng ~ | Reperis & Fées =
[\jOI"-‘il'i‘-":‘-“ :J.r\rg.-'.—jr_, = Di-‘;raljcr. E,-. 20142015 ACADEMIC | = | penod for | 99899997 PHEAA QUARTER LINIV| =

Filter Records
Distance Education Program of Stdy Less than 50% Classroom Atiendance
Results: / Records Reset Filers Apply Filless
Dhisplaying 1 - 7 out of 7 Student Records Expont io Excel/CSV Ga ta First Recard »

Records Selected (0) | Asd 1o Mass Uipdots

Prior Remedial
Name SEN Grants Total Spring Amount

123456750 166 000 Full Time $1138
Student
Off Campus

123456789 175 000 Ful Time 51138
Student
O Campus

121455780 0.00 0.00 Full Tims: Repected-
Student M
Off Campus

12MEETEY 1.50 0.00 Full Time 31138
Stugent
Domitary

The following filter options are available in the Filter Records section to filter and sort the records in
the Student List.

1. Check Distance Education Program of Study to filter the student list to display records
where the student’s program of study was incorrectly reported as DE (Distance Education) on the
Student Record.

IMPORTANT! Students whose program of study is reported as DE (Distance Education) will
not be processed for the Distance Education program. Before nominating students for the
Distance Education program, school users must update the student’s Program of Study from
DE (Distance Education) to the actual Program of Study in which the student is enrolled.
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2. Check Less than 50% Classroom Attendance to filter the student list to display records
where at least one term of enrollment has been reported as Less than 50% Classroom.

3. Click Apply Filters to apply the selected filters to the student list, or click Reset Filters to reset
the filters to begin again.
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W The Nominate Records — Distance Ed screen is updated to display only the records that
match the filter options.

The number of records that meet the filter criteria displays in the Results field and the following
message displays beneath the Filter Records section: Displaying X — X out of X Student
Records.

N 0 oo CITTT
Alec Welcome, JAMES SMITH - Monday, December 8 2014

THE FINANCIAL ALD KNOW-IT-ALL

Home Sate Grants ~  Loan Frocesing - Regors & Fles «

'Y E-":C":-':i g - D | stance E d 2014-2015 ACADEMIC | = | penod for | 99999997 PFHEAA QUARTER LNV, =

Filter Records

Distance Education Program of Stdy Less than 50% Classroom Atiendance

Results: / Records Reset Filers Apply Filless

Displaying 1 - 7 out of 7 Student Records Export o ExceliC5V Ga ta First Recard >

Records Selected (0) | Asd 1o Mass Uipdots

Prior Remedial
Name SEN Grants Total Spring Amount

123456750 166 000 Full Time $1138
Student
Off Campus

123456789 175 000 Ful Time 51138
Student
O Campus

121455780 0.00 0.00 Full Tims: Repected-
Student M
Off Campus

12MEETEY 1.50 0.00 Full Time 31138
Stugent
Domitary

The Name field displays the student’s name.

NOTE: Records are sorted in alphabetical order by last name, then first name.
The SSN field displays the nine-digit Social Security number.
The Prior Grants field displays a counter of prior State Grant awards. It is the total number of terms
for all years for which the student received a State Grant award, not including the selected academic
year.
The Remedial Total field displays a counter of prior State Grant awards where a remedial exception
was applied. It is the total number of terms for all years, including the current period, for which the

student received a State Grant award.

The Spring field display term eligibility information, such as an award amount, reject and
cancellation reason codes, and enrollment and housing status for the spring term.
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The Amount field displays the award amount for the spring term.

NOTE: The Academic Year Total ficld, not shown, displays the total academic year award
amount if the school user selected the student list for all terms.

4. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search field at the top of the State
Grant Portal.

Additional options display to export and view student records, and to add student records to a mass
update queue.

5. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the student list.

6. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.

7. To select one or more records to add to a new mass update queue, check the boxes to the left of the
Name field. To select all records on the page, check the box in the header.

NOTE: A maximum of 100 records may be added to the mass update queue. Click the arrow at
the bottom of the Student List, not shown, to go to the next page to select additional records.

8. Click Add to Mass Update to add the selected record(s) to a new mass update queue. See Create
Distance Education Mass Update for step-by-step instructions.

NOTE: Selected student records are automatically added to the new queue. The academic year
from the student list is not saved to the new queue.
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Nominated (Pending Eligibility)

The Nominated Records — Distance Ed screen displays a list of students who have been
nominated for the Distance Education Pilot Program and whose eligibility is pending.

NOTE: This student list may be viewed by term and academic year. The spring term was
selected in this example.

____ Ceocmmmmme YR
Alec Welcome, JAMES SMITH - Manday, December & 2014
THE FINANCIAL AL KHOW-IT-ALL
Home Siate Grants ~ Loan Frocesing - Repors & Fles ~
Nominated Records - Distance Ed 20142015 ACADEMIC | = | penod for | 99899997 PHEAA QUARTER UNIV| =

Filter Records

Distance Education Program of Stdy Less than 50% Classroom Atiendance

Results: 6 Records Resst Filers Apply Fillers
Diisplaying 1 - 6 out of 6 Student Records. Export o ExcellC5V Ga to First Record >
Pricr Remedial
Mame * 55N Grants Total Spring Amount
123456789 167 0.00 Full Time Pending
Student
Qff Campus
123456789 167 0.00 Full Time Pending
Stugent
Off Campus.
FaTT ] 0rs 0.00 Full Time Pending
Student
Domitary
T2ME5TE9 o000 000 Full Time Pending

Stugent
aff Camipus

123456789 0,00 000 Full Time Pending
Student

The following filter options are available in the Filter Records section to filter and sort the records in
the Student List.

1. Check Distance Education Program of Study to filter the student list to display records
where the student’s program of study was incorrectly reported as DE (Distance Education) on the
Student Record.

IMPORTANT! Students whose program of study is reported as DE (Distance Education) will
not be processed for the Distance Education program. Before nominating students for the
Distance Education program, school users must update the student’s Program of Study from
DE (Distance Education) to the actual Program of Study in which the student is enrolled.

2. Check Less than 50% Classroom Attendance to filter the student list to display records
where at least one term of enrollment has been reported as Less than 50% Classroom.

April 2016 Confidential/Proprietary Information — PHEAA WB01385- 30




Web Product Procedure

PHEad )

School Portal Distance Education Partner Interface

3. Click Apply Filters to apply the selected filters to the student list, or click Reset Filters to reset
the filters to begin again.
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W The Nominated Records — Distance Ed screen is updated to display only the records that
match the filter options.

The number of records that meet the filter criteria displays in the Results field and the following
message displays beneath the Filter Records section: Displaying X — X out of X Student
Records.

____ Cromommmmme @ oo IS
Alec Weicome, JAMES SMITH - Manday, December 8 2014

THE FINANCIAL ALD KNOW-IT-ALL

Home Sate Grants ~  Loan Frocesing - Regors & Fles «

NOI: ”i.‘:-]:_'.::i RC':'O'CL“. - :rl:‘__-,'[o_—:?.-\l:lc E,:j 2014-2015 ACADEMIC | = | penod for | 99999997 FHEAA QUARTER UINIV, =

Filter Records

Distance Education Program of Stdy Less than 50% Classroom Atiendance

Results: & Records Reset Filers Apply Filless
Diisplaying 1 - 6 out of 6 Student Records. Export fo Excel/CEV Ga to First Record >
Pricr Remedial
Name v 55N Grants Total Spring Amount
123456789 167 0.00 Full Time Pending
Stugent
Qff Campus
1234567683 167 0.00 Full Time Pending
Student
Off Campus
1ZM4EETEY 07s 0.00 Full Time: Pending
Student
Domitary
TZMEETEY 0.00 0.00 Full Time Pending

Stugent
aff Camipus

123456789 0,00 000 Full Time: Pending

The Name field displays the student’s name.

NOTE: Records are sorted in alphabetical order by last name, then first name.
The SSN field displays the nine-digit Social Security number.
The Prior Grants field displays a counter of prior State Grant awards. It is the total number of terms
for all years for which the student received a State Grant award, not including the selected academic
year.
The Remedial Total field displays a counter of prior State Grant awards where a remedial exception
was applied. It is the total number of terms for all years, including the current period, for which the

student received a State Grant award.

The Spring field display term eligibility information, such as an award amount, reject and
cancellation reason codes, and enrollment and housing status for the spring term.

April 2016 Confidential/Proprietary Information — PHEAA WB01385- 32




Web Product Procedure

Pl-’eaaj School Portal Distance Education Partner Interface

NOTE: The spring term was selected in this example. If the school user selected the student list
for all terms, each term displays. Otherwise, only the selected term displays.

The Amount field displays the award amount for the spring term.

NOTE: The Academic Year Total ficld, not shown, displays the total academic year award
amount if the school user selected the student list for all terms.

4. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search field at the top of the State
Grant Portal.

Additional options display to export and view student records.

5. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the student list.

6. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.

NOTE: Students on this list cannot be added to a mass update queue to be updated en masse.
To change a student record, school users must update records individually. See Update
Distance Education Information on the Student Record for step-by-step instructions.
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Awarded - Needs Certification

The Certify Records — Distance Ed page displays a list of students who have been awarded a
Distance Education award and who must be certified by the school.

NOTE: The list is not populated until PHEAA runs the certification batch process. Generally,
this occurs immediately prior to the school’s term start date. Once the information is displayed,
it may be viewed only for the entire academic year. This ensures that certification is complete
for all terms.

—_ cowommmo Y——

Alec Welcome, JAMES SMITH - Wednesday, January T, 2015

THE FINANCIAL ALD KNOW-IT-ALL
Home  SwteGranis w | LoanProcessng ~ | Reporis A Fies -
Back to Dashboard

COI.A_EF,‘_. leﬂﬁrr-:‘ P _Ji,;l-n_.n_ﬁp ':rl' 20142015 ACADEMIC | = | penod for | 99599597 PHEAA QUARTER UNIV| =
LElUTY eLolds Uistdalhnce £C

Filter Records
Last Award at Different School PHEAM Caollectibles Program of Study: | - Skt -

Results: 11 Recaords Reset Filters Agply Filters

Displaying 1 - 11 out of 11 Student Records Export 1o ExcelfC3Y Go 1o First Record >

Records Selected (0) | Cantify Records

Academic
Prior Remedial Year
Hame wISEN Grants Total Fall Winter Spring Tatal
STUDENT, 4 100 000 1130 £1138 £1130 £3414
123456789 Ful Tine Full Teme Full Time
Student Stwoent Student
Off Campus. Off Campus. Off Campus.
STUDENT, ADAM 1.00 000 51138 £1138
123456750 Full Time
Student
Communer
STUDENT, ALEX 1.50 0.00 81138 §1138
123456789 Full Time

Student
Commuter

1=n a=n CIELEY LT

The following filter options are available in the Filter Records section to filter and sort the records in
the Student List.

1. Check Last Award at Different School (also known as “LADS”) to filter the student list to
display students where the last State Grant or SGDEPP award was at a different school at the time
the Awarded — Needs Certification list was generated. Schools can use this filter option to
export a list of students for whom transcripts are needed or to select individual records to view the
previous school on the Eligibility Record. See Appendix: Export Mass Update Reports to Excel for
more information about exporting the student list.

NOTE: Students who received their fall award in the spring will not display on this list since the
fall term was awarded at the same school as spring term.
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2. Check PHEAA Collectibles to filter the student list to display records where PHEAA has
initiated the collection of an over-award directly from the student.

3. Click the down arrow in the Program of Study ficld and select a program of study from the
drop-down list. This field is dynamic and displays choices based on the school and/or branch

campus that was selected in the Branch Campus field.

4. Click Apply Filters to apply the selected filters to the student list, or click Reset Filters to reset
the filters to begin again.
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- The Certify Records — Distance Ed page is updated to display only the records that match the
filter options.

The number of records that meet the filter criteria displays in the Results field and the following
message displays beneath the Filter Records section: Displaying X — X out of X Student
Records.

N 8 orcon o IS
Alec Welcome, JAMES SMITH - Wednesday, January T, 2015

THE FINANCIAL ALD KNOW-IT-ALL

Home  SwteGranis w | LoanProcessng ~ | Reporis A Fies -

Cert If,' P R ecords - _J | ,—11-:1 nce ':,_rl' 20142015 ACADEMIC | = | penod for | 99599597 PHEAA QUARTER UNIV| =

Filter Records

Last Award at Different School PHEAM Caollectibles Program of Study: | - Skt -

Results: 11 Recaords Reset Filters Agply Filters

Displaying 1 - 11 out of 11 Student Records Export 1o ExcelfC3Y Go 1o First Record >

Records Selected (0) | Cantify Records

Academic
Prior Remedial Year
Mame wISSH Grants Tatal Fall Winter Spring Total
STUDENT, 4 100 000 1130 £1138 £1130 £3414
123456789 Ful Tine Full Teme Full Time
Student Stwoent Student
Off Campus. Off Campus. Off Campus.
STUDENT, ADAM 1.00 000 51138 £1138
123456750 Full Time
Student
Communer
STUDENT, ALEX 1.50 0.00 81138 §1138
123456789 Full Time

Student
Commuter

150 2350 LIELTY S1198

The Name/SSN field displays the student’s name and nine-digit Social Security number

NOTE: By default, the records are sorted in alphabetical order by last name, then first name.
School users can click SSN in the header to sort records by SSN.

The Prior Grants ficld displays a counter of prior State Grant awards. It is the total number of terms
for all years for which the student received a State Grant award, not including the selected academic
year.

The Remedial Total field displays a counter of prior State Grant awards where a remedial exception
was applied. It is the total number of terms for all years, including the current period, for which the
student received a State Grant award.

The Fall, Winter and Spring fields display term eligibility information, such as an award amount,

reject and cancellation reason codes, and enrollment and housing status for each term.
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The Academic Year Total ficld displays the total academic year award amount for all terms.

5. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search ficld at the top of the State
Grant Portal.

Additional options display to export and view student records and to certify student records.

6. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the student list.

7. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.

8. To select one or more records to certify, check the boxes to the left of the Name/SSN field. To
select all records on the page, check the box in the header.

NOTE: There is no maximum to the number of records that may be certified. Click the arrow at
the bottom of the Student List, not shown, to go to the next page to select additional records.

9. Click Certify Records to certify selected records.
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- i Certify Records dialog box displays.

Certify Records

This will Certify these (1) Records for the Distance Education Award.
By Cenlifying hese reconds you atknawhedge that you have reviewed the intormation 1of hese réLonds and the

Infarmation is comect.
s | [co |

10. Click Certify to certify the records, or click Cancel to close the Certify Records dialog box and
return to the Awarded - Needs Certification student list.
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- The Certify Records — Distance Ed screen redisplays with the following message: Records
were successfully Certified.

NOTE: Once a record is certified, the student displays on the Awarded — Certified student
list.

.Seﬁrch Grants EI SSN or Last Name E £ Your Account v ContactUs  [L<AEsifell]

Welcome, JAMES SMITH - Friday, December 19, 2014

Alec

~
6‘U THE FINANCIAL AID KNOW-IT-ALL

Home State Grants Loan Processing Reports & Files

« Back to Dashboard

Certify Records - Distance Ed

2014-2015 ACADEMIC [+ period for: | 99999997 PHEAA QUARTER UNIV/[ ]|

+ ) Retords were successfully Certified

Filter Records
[C] Last Award at Different School [EIPHEAA Collectibles Program of Study: | - Select - IZH w
Resuits: 11 Records | ResetFiters || ApplyFitters |
A
| ExporttoExcellCSV | | GotoFirstRecord> |

Displaying 1 - 11 out of 11 Student Records

[ Records Selected (0)| Certify Records |

Academic

Name w/SSN ‘Winter Year Total
] STUDENT, APRIL 1.00 0.00 511358 $11338 31138 33414
123456789 Full Time Student Full Time Student Full Time Student
Off Campus Off Campus Off Campus
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Awarded - Certified

The Certified Records — Distance Ed page displays a list of students who have been awarded and
certified for a Distance Education award.

NOTE: This student list may be viewed only for the entire academic year.

1] N oK
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Results: 2 Records Reset Fitlers || Appiy Fitlers
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The following filter options are available in the Filter Records section to filter and sort the records in
the Student List.

1. Check Last Award at Different School (also known as “LADS”) to filter the student list to
display students where the last State Grant or SGDEPP award was at a different school at the time
the Awarded — Needs Certification list was generated. Schools can use this filter option to
export a list of students for whom transcripts are needed or to select individual records to view the
previous school on the Eligibility Record. See Appendix: Export Mass Update Reports to Excel for
more information about exporting the student list.

NOTE: Students who received their fall award in the spring will not display on this list since the
fall term was awarded at the same school as spring term.

2. Check PHEAA Collectibles to filter the student list to display records where PHEAA has
initiated the collection of an over-award directly from the student.
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3. Click the down arrow in the Program of Study ficld and select a program of study from the
drop-down list. This field is dynamic and displays choices based on the school and/or branch
campus that was selected in the Branch Campus field.

4. Click Apply Filters to apply the selected filters to the student list, or click Reset Filters to reset
the filters to begin again.
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W 71 Certified Records — Distance Ed page is updated to display only the records that match
the filter options.

The number of records that meet the filter criteria displays in the Results field and the following
message displays beneath the Filter Records section: Displaying X — X out of X Student
Records.
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The Name/SSN field displays the student’s name and nine-digit Social Security number.

NOTE: By default, the records are sorted in alphabetical order by last name, then first name.
School users can click SSN in the header to sort records by SSN.

The Prior Grants ficld displays a counter of prior State Grant awards. It is the total number of terms
for all years for which the student received a State Grant award, not including the selected academic
year.

The Remedial Total field displays a counter of prior State Grant awards where a remedial exception
was applied. It is the total number of terms for all years, including the current period, for which the
student received a State Grant award.

The Fall, Winter and Spring fields display term eligibility information, such as an award amount,

reject and cancellation reason codes, and enrollment and housing status for each term.
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The Academic Year Total ficld displays the total academic year award amount for all terms.

5.

To view an individual student record, scroll over the student list to highlight a student record. Click
the student record or click the link in the Name field. See View Distance Education Information
on the Student Record for more information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search ficld at the top of the State
Grant Portal.

Additional options display to export and view student records.

6. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update

Reports to Excel for more information about exporting the student list.

Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.

NOTE: Once certified, student records cannot be added to a mass update queue to be remove
certification en masse. To remove certification from a student record, school users must update
records individually. See the Update Distance Education Information on the Student Record
section for step-by-step instructions.
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Rejects - Distance Education Funds Depleted

The Funds Depleted Records — Distance Ed screen displays a list of students who have been
denied a Distance Education award because program funds are depleted.

NOTE: This student list may be viewed only by term. The spring term was selected in this
example.
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The following filter options are available in the Filter Records section to filter and sort the records in
the Student List.

1. Check Distance Education Program of Study to filter the student list to display records
where the student’s program of study was incorrectly reported as DE (Distance Education) on the
Student Record.

IMPORTANT! Students whose program of study is reported as DE (Distance Education) will
not be processed for the Distance Education program. Before nominating students for the
Distance Education program, school users must update the student’s Program of Study from
DE (Distance Education) to the actual Program of Study in which the student is enrolled.

2. Check Less than 50% Classroom Attendance to filter the student list to display records
where at least one term of enrollment has been reported as Less than 50% Classroom.
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3. Click Apply Filters to apply the selected filters to the student list, or click Reset Filters to reset
the filters to begin again.
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WD The Funds Depleted Records — Distance Ed student list is updated to display only the
records that match the filter options.

The number of records that meet the filter criteria displays in the Results field and the following
message displays beneath the Filter Records section: Displaying X — X out of X Student
Records.
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The Name field displays the student’s name.

NOTE: Records are sorted in alphabetical order by last name, then first name.
The SSN field displays the nine-digit Social Security number.
The Prior Grants field displays a counter of prior State Grant awards. It is the total number of terms
for all years for which the student received a State Grant award, not including the selected academic
year.
The Remedial Total field displays a counter of prior State Grant awards where a remedial exception
was applied. It is the total number of terms for all years, including the current period, for which the

student received a State Grant award.

The Spring field displays term eligibility information, such as an award amount, reject and
cancellation reason codes, and enrollment and housing status for the spring term.
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The Rejects field displays Rejected N indicating that SGDEPP funds have been depleted.

4. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search ficld at the top of the State
Grant Portal.

Additional options display to export and view student records.

5. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the student list.

6. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.

NOTE: Students on this list cannot be added to a mass update queue to be updated en masse.
To change a student record, school users must update records individually. See Update
Distance Education Information on the Student Record for step-by-step instructions.
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Rejects — All Other Reject Types

The Reject Records — Distance Ed screen displays a list of students that have been denied a
Distance Education award for any reason other than Funds Depleted.

NOTE: This student list may be viewed only by term. The winter term was selected in this
example.

__ Coomcmmmmme ST

Alec Welcome, JAMES SMITH - Monday, December 8 2014

THE FINANCIAL AID KNOW-IT-ALL
Home  StabeGrants =  Loan Processing ~ | Reporis & Fies =
Back to Dashboard

Rejoct Records - Distance Ed 20714-2015 ACADEMIC | = | period for | 69999957 BHEAA QUARTER UNIV| =

Filter Records

=]

Reject Types: |- Salact
Results: 2 Records Rasat Fltlars Appiy Filtare

Displaying 1 - 2 out of 2 Student Records Expart 1o ExcaliCSV G 80 First Racord >

Priar Remedial
Name ~ 35N Grants Total Winter Rujects.

APFLICANT. BECKY 12ULETEY 0.50 0.00 Full Time Rejected-P
Student
Commuter

STUDENT, ALGUST 1225780 158 083 Less Than Rejected-|
Half-Time
Dormiony

The following filter options are available in the Filter Records section to filter and sort the records in
the Student List.

1. Click the down arrow in the Rejects Types ficld and select a reason for the reject.

2. Click Apply Filters to apply the selected filters to the student list, or click Reset Filters to reset
the filters to begin again.
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- The Reject Records — Distance Ed screen is updated to display only the records that match
the filter options.

The number of records that meet the filter criteria displays in the Results field and the following
message displays beneath the Filter Records section: Displaying X — X out of X Student
Records.
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The Name field displays the student’s name.

NOTE: Records are sorted in alphabetical order by last name, then first name.
The SSN field displays the nine-digit Social Security number.
The Prior Grants field displays a counter of prior State Grant awards. It is the total number of terms
for all years for which the student received a State Grant award, not including the selected academic
year.
The Remedial Total field displays a counter of prior State Grant awards where a remedial exception
was applied. It is the total number of terms for all years, including the current period, for which the

student received a State Grant award.

The Winter field displays term eligibility information, such as an award amount, reject and
cancellation reason codes, and enrollment and housing status for the winter term.
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NOTE: If the school user selected the student list for all terms, each term displays. Otherwise,
only the selected term displays.

The Rejects field displays the reject code which represents the ineligibility reason(s). Select the
student record to display the Award tab, which describes the meaning of the reject code(s).

3. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search field at the top of the State
Grant Portal.

Additional options display to export and view student records.

4. Click Export to Excel/CSV to export the student list. See user guide WB@123-School Portal
State Grant Partner Interface_User Guide PHEAA for more information about exporting the
student list.

5. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.

NOTE: Students on this list cannot be added to a mass update queue to be updated en masse.
To change a student record, school users must update records individually. See Update
Distance Education Information on the Student Record for step-by-step instructions.
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Nominated Students Total

The State Grant Records — Distance Ed screen displays a list of all students who have been
nominated for the Distance Education Pilot Program.

NOTE: This student list may be viewed by term and academic year. The spring term was
selected in this example.
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The following filter options are available in the Filter Records section to filter and sort the records in
the Student List.

1. Check Distance Education Program of Study to filter the student list to display records
where the student’s program of study was incorrectly reported as DE (Distance Education) on the
Student Record.

IMPORTANT! Students whose program of study is reported as DE (Distance Education) will
not be processed for the Distance Education program. Before nominating students for the
Distance Education program, school users must update the student’s Program of Study from
DE (Distance Education) to the actual Program of Study in which the student is enrolled.

2. Check Less than 50% Classroom Attendance to filter the student list to display records
where at least one term of enrollment has been reported as Less than 50% Classroom.
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3. Click Apply Filters to apply the selected filters to the student list, or click Reset Filters to reset
the filters to begin again.
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W The State Grant Records — Distance Ed screen is updated to display only the records that
match the filter options.

The number of records that meet the filter criteria displays in the Results field and the following
message displays beneath the Filter Records section: Displaying X — X out of X Student
Records.
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The Name field displays the student’s name.

NOTE: Records are sorted in alphabetical order by last name, then first name.
The SSN field displays the nine-digit Social Security number.
The Prior Grants field displays a counter of prior State Grant awards. It is the total number of terms
for all years for which the student received a State Grant award, not including the selected academic
year.
The Remedial Total field displays a counter of prior State Grant awards where a remedial exception
was applied. It is the total number of terms for all years, including the current period, for which the

student received a State Grant award.

The Fall, Winter and Spring fields display term eligibility information, such as an award amount,
reject and cancellation reason codes, and enrollment and housing status for each term.

April 2016 Confidential/Proprietary Information — PHEAA WBO01385- 53




Web Product Procedure

Pl-’eaaj School Portal Distance Education Partner Interface

The Academic Year Total ficld displays the total academic year award amount for all terms.

4. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search field at the top of the State
Grant Portal.

Additional options display to export and view student records.

5. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the student list.

6. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.

NOTE: Students on this list cannot be added to a mass update queue to be updated en masse.
To change a student record, school users must update records individually. See Update
Distance Education Information on the Student Record for step-by-step instructions.
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Complete Reporting for Distance Education Supplemental Information

The Complete Reporting for Distance Education Supplemental Information section
displays a student list which displays records where required, student-level SGDEPP data is
incomplete. Refer to the SGDEPP Program Guidelines on the PHEAA Web site for information about
reporting requirements.

NOTE: This student list may be viewed only by term. The spring term was selected in this

example.
State Granis Distance Education
Process Distance Education Award
Status Fall Winter Spring All Mo. Status
Not Nominated (D & <50%) 8 Processed

Nominatied (Pending Eligibty)

Awarded - Needs Cenification 3 4 L 12
Awarded - Comfied 1 1 2 & Processed
Rejects - Distance Education Funds Depleted

8 Processed

Rejects - All Other Rejact Types 2 o

Nominated Students Total

C g for Distance 3 S menta
i Name No. Status
Status - All Participants. Fall Winter  Spring 0 view A i
Incomplete Reporting 38 38
Review Refunds for Distance Education Awards
Status Fall winter  Spring Al
Refunds Needed
Refunds Total = 22 1 24
Process Distance Education Mass Update (® Croate Mass Update

Criseue Name Records Date Created

test 1 12052014 03.24 PM Edil  Prog

1.

Click the link in the desired term to view a Distance Education Student List for the selected term.
The spring term is used in this example.
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- i Incomplete Reporting — Distance Ed screen displays.
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The following filter options are available in the Filter Records section to filter and sort the records in
the Student List.

2. Check Distance Education Program of Study to filter the student list to display records
where the student’s program of study was incorrectly reported as DE (Distance Education) on the
Student Record.

IMPORTANT! Students whose program of study is reported as DE (Distance Education) will
not be processed for the Distance Education program. Before nominating students for the
Distance Education program, school users must update the student’s Program of Study from
DE (Distance Education) to the actual Program of Study in which the student is enrolled.

3. Check Less than 50% Classroom Attendance to filter the student list to display records
where at least one term of enrollment has been reported as Less than 50% Classroom.

4. Click Apply Filters to apply the selected filters to the student list, or click Reset Filters to reset
the filters to begin again.
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- i Incomplete Reporting — Distance Ed screen is updated to display only the records that
match the filter options.

The number of records that meet the filter criteria displays in the Results field and the following
message displays beneath the Filter Records section: Displaying X — X out of X Student
Records.
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The Name field displays the student’s name.

NOTE: Records are sorted in alphabetical order by last name, then first name.
The SSN field displays the nine-digit Social Security number.
The Prior Grants field displays a counter of prior State Grant awards. It is the total number of terms
for all years for which the student received a State Grant award, not including the selected academic
year.
The Remedial Total field displays a counter of prior State Grant awards where a remedial exception
was applied. It is the total number of terms for all years, including the current period, for which the

student received a State Grant award.

The Spring field display term eligibility information, such as an award amount, reject and
cancellation reason codes, and enrollment and housing status for the spring term.
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The Amount field displays the award amount for the spring term.

NOTE: The Academic Year Total ficld, not shown, displays the total academic year award
amount if the school user selected the student list for all terms.

5. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search field at the top of the State
Grant Portal.

Additional options display to export and view student records.

6. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the student list.

7. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.

NOTE: Students on this list cannot be added to a mass update queue to be updated en masse.
To change a student record, school users must update records individually. See Update
Distance Education Information on the Student Record for step-by-step instructions.
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Review Refunds for Distance Education Awards

The Review Refunds for Distance Education Awards scction displays records that were
identified as a “PHEAA Refund Outstanding” as of the date the last disbursement roster was generated.

State Granis Distance Education

Process Distance Education Award
Status Fall  Winter  Spring  All
Not Nominated (DF & <50%)
Nominated (Pending Eligibisty)
Awarded - Needs Cenifcabon 3 4 12 12
Awarded - Cemtimed 1 1 2

Rejects - Distance Ecucation Funds Depleted 1 1

Rejects - All Dlher Reject Types 3 [

Nominated Students Total

cation ou =lag tal
Status
Status - All Participants Fall Winter  Spring
Incomplete Reporting 38 38
Review Refunds for Distance Education Awards
Status Fall winter  Spring Al
Refurds Needed
Refunas Total b 22 " 24
Process Distance Education Mass Update @ Create Mass Update
‘Cueue Name Records Date Creaied Actions
lest L) 12082014 03.24 PM Edit Process  Delele

Copyright £ 2007-2014 Pannsylvania Higher Education Assistance Agency. All Rights Reserved.

1. Click the link in the desired term to view a Distance Education Student List for the selected term,
or click the link in the All column to view a Distance Education Student List for the academic year.

See the following sections for more information:

e Refunds Needed
* Refunds Total
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Refunds Needed

The Refund Awards — Distance Ed screen displays a list of students for whom refunds are needed
as of the date the last disbursement roster was generated. This list displays the total of all refunds
outstanding that have not been added to a refunds group, or invoice. Adding a refund to a refund
group, or invoice, is not an indication that PHEAA has received payment. Please refer to the View
Refunds section for more information about the status of payments.

NOTE: This student list may be viewed by term and by academic year. All was selected in this
example.

_ CEOEECENERO oo o OEER ]

Alec Welcome, JAMES SMITH - Monday, December & 2014

THE FINANCIAL ALD KNOW-IT-ALL

Home  SisteGranis = | Loan Frocessing ~ | Repors & Fies ~

nd Awa |'I:E S - _) I .‘}TZJ nce E .:j 20142015 ACADEMIC | = | penod for | 99599597 PHEAA QUARTER UNIV| =

Displaying 1 - 20 out of 24 Student Records Expant 1o Excel/C5Y Ga ta First Recard =

Records Selected (0)

Hame 88N Fall Winter Spring Total
123486789 §1,138 $1,138 2,276
123456789 §569 - - $569
VZUEETEY 51,138 £1138 - 52276
123456789 $1,138 $1,138 $2276
123456789 §1938 $1,138 52276
123456785 51138 51128 - 52276
122456789 51,138 $1,138 $1,138 53,414
1THE6TEY $1.138 $1,138 $1.138 $3.474
123486789 $1,138 $1138 $1.138 $3.414
121456789 $1,138 £1,138 51,138 $3.414
12356789 51,130 - 51130 32276
123456789 $1,138 $1,138 $1,138 $3.414

The Name field displays the student’s name.
NOTE: Records are sorted in alphabetical order by last name, then first name.
The SSN field displays the nine-digit Social Security number.
The Fall, Winter and Spring fields display the outstanding refund amounts for each term.

NOTE: All terms were selected in this example. If the school user selected the student list for a
term, only the selected term displays.

The Total field displays the total outstanding refund amount for all terms.
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NOTE: The Amount field, not shown, displays the outstanding refund amount of the selected
term if the school user selected a term.

1. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search field at the top of the State
Grant Portal.

Additional options display to export and view student records, and to add student records to a refund
group.

2. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the student list.

3. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.

4. To select one or more records to add to a refunds group, check the boxes to the left of the Name
field. To select all records on the page, check the box in the header.

NOTE: There is no maximum to the number of records that may be added to the refund group.
Click the arrow at the bottom of the Student List, not shown, to go to the next page to select

additional records.

5. Click Add to Refunds Group to add the selected record(s) to a refunds group, or invoice.
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WD The Refund Awards for These Records dialog box displays.

Refund Awards for These Recards

This will crease a Refund Group 1or these reconds,
Refunds for  PHEAA QUARTER UNIVERSITY
Total  $95.033
School will send lunds.

You must make an electronic franster of £55,033 the next
amounts may change.

[ Conont | [ Mdio RetmiGronp |

The Refunds for field displays the name of the school that is sending the refund.

The Total field displays the total amount of the refund, which is the total of all records selected for the
refund group.

6. In the School will send funds field, enter the date the school will send the refunds in
MM/DD/YYYY format. This date must be on or after the current date.

7. Click Add to Refund Group.
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W The Refund Awards — Distance Ed screen redisplays with the following message: (X)
records were successfully added to Refund Group.

NOTE: (X) indicates the number of records added to the Refund Group.

1 B 1
- ® v scan - connin TN

Alec Welcome. JAMES SMITH - Monday. December 8, 2014

THE FINANCIAL AID KNOW.IT-ALL
Home Hate Grants +  Loan Processing - Repors & Fies ~

Back to Dashboard

Refund Awards - Distance Ed 20142015 AGADEMIC = period for 39355987 PHEM QUARTER UNV[]

{3) records wers successfully added to Refund Group.

view Riefund Group,
Drisplaying 1 - 3 out of 3 Student Records Export ta ExcelCSV Go to Fst Rocord >
Records Selected (0)| Addios
Name ~ 35N Fall Winter Spring Total
1ZM5ETES 51138 51,108 - 52276
12456788 £564 8569
123456789 1,138 $1.138 $2.278

See View Refunds for more information about the Refund Groups.
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Refunds Total

The Refund Awards — Distance Ed screen displays a list of students that were identified as a
“PHEAA Refund Outstanding” as of the date the last disbursement roster was generated. This list
displays the total of all refunds outstanding—whether they are on an invoice or not—until the refund is
processed.

NOTE: This student list may be viewed by term and by academic year. All was selected in this

example.
- [ Q ot~ conntvs_ O
Alec Welcome, JAMES SMITH - Manday, December & 2014
THE FINANCIAL AL KHOW-IT-ALL
Home Siate Grants - Loan Frocesing - Repors & Fles ~

P e fi1 nd ,-'-\- va I-r; 2w ':) | :‘t'PJ nce - _.-j 20142015 ACADEMIC | = | penod for | 99599597 PHEAA QUARTER UNIV| =

Dusplaying 1 - 20 oul of 24 Sludenl Records Expart o Excel TSV Ga ta First Recard =

Records Selected (0)

Hame + 55N Fall winter Spring Total
123466769 $1,138 $1,138 $2.276
123456T8G 560 $569
123456789 £1.138 £1.128 - £2278
12456789 51,138 $1,138 - 52276
123456789 $1158 $1138 $2276
12156789 $1,138 £1,138 - $2.276
1255780 51,130 51,130 51130 53414
123456759 $1,138 $1136 $1136 $3414
126759 $1,136 $1,136 $1.136 53414
1256759 $1,136 $1.136 $1.136 $3.414

12EETES 51,138 - £1.138 52276
123456789 $1,108 $1,130 $1,130 £3.414

The Name field displays the student’s name.
NOTE: Records are sorted in alphabetical order by last name, then first name.
The SSN field displays the nine-digit Social Security number.
The Fall, Winter and Spring fieclds display the outstanding refund amounts for each term.

NOTE: All terms were selected in this example. If the school user selected the student list for a
term, only the selected term displays.

The Total field displays the total outstanding refund amount for all terms.
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NOTE: The Amount field, not shown, displays the outstanding refund amount of the selected
term if the school user selected a term.

1. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search field at the top of the State
Grant Portal.

Additional options display to export and view student records, and to add student records to a refund
group.

2. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the student list.

3. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.

4. To select one or more records to add to a refunds group, check the boxes to the left of the Name
field. To select all records on the page, check the box in the header.

NOTE: There is no maximum to the number of records that may be added to the refund group.
Click the arrow at the bottom of the Student List, not shown, to go to the next page to select

additional records.

5. Click Add to Refunds Group to add the selected record(s) to a refunds group, or invoice.
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W The Refunds for These Records dialog box displays.

Refund Awards for These Recards

This will crease a Refund Group 1or these reconds,
Refunds for  PHEAA QUARTER UNIVERSITY
Total  $95.033
School will send lunds.

You must make an electronic franster of £55,033 the next
amounts may change.

[ Conont | [ Mdio RetmiGronp |

The Refunds for field displays the name of the school that is sending the refund.

The Total field displays the total amount of the refund, which is the total of all records selected for the
refund group.

6. In the School will send funds field, enter the date the school will send the refunds in
MM/DD/YYYY format. This date must be on or after the current date.

7. Click Add to Refund Group.
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W The Refund Awards — Distance Ed screen redisplays with the following message: (X)
records were successfully added to Refund Group.

NOTE: (X) indicates the number of records added to the Refund Group. (P) (Pending) displays
next to the refund amount.

T " ]
e EIETTE © vaspccom ~_contus [P
Alec Welcome. JAMES SMITH - Monday. December 8, 2014

THE FINANCIAL AID KNOW.IT-ALL

Home Hate Grants +  Loan Processing - Repors & Fies ~

Back to Dashboard
Refund Awards - Distance Ed 2014-2015 ACADEMIC [ = || period for: | 69959667 PHEAA GUARTER UNIV =]
{3) records wers successfully added to Refund Group. &
View Refund Group.
Displaying 1 - 3 out of 3 Student Records Export ta ExcolfCSV G 30 Fant Rocord =

Records Selected (0)

Name ~ SSN Fall Winter spring Total
123456789 $1,138(7) $1.13807%) $2,276
12156789 $1,1387) $1,138(PF) $2.276
123486789 £1,13817) £1,138(F) - $2276
121456789 51,138 .18 - 52276
123456769 $1,138 $1.138 $2,276
12356783 $1.138 $1.139 $1138 53,414
122426780 51138 51128 51,138 s3414

See View Refunds for more information about the Refund Groups.
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Process Distance Education Mass Update Queue

State Grants Distance Education

Process Distance Education Award

Status Fall winter  Spring

Not Nominated (DE & <50%)

Nominated (Pending ENgibaty)

Awanged - Needs Cenilicaton 10 kil [} 12

Awanged - Cenied 0 0 0 0

Rejects - Distance Education Funds Depleted [ [ [

Rejucts - All Olher Reject Types 1 1 o

Nominaies Students Total % 34 n

porting for Distance Education Supplemental 0 View All Refind Sroups:

Informa

Status - ANl Participants

Incompiete Reporting

eview Refunds for Distance Education Awards

Refunds Needed

Refunas Total 0 0 0 0
Process Distance Education Mass Update (B Create Mass Update

Cueue Name Records Date Created Actions

lest 1 T20S2014 0324 PM Eanl FProcess  Dekso

1.

Click Create Mass Update, Edit, Process or Delete to create a new mass update queue or to
edit, process or delete an unprocessed queue.

See the following sections for step-by-step instructions:

Create Distance Education Mass Update Queue
Edit Distance Education Mass Update Queue
Process Distance Education Mass Update Queue
Delete Distance Education Mass Update Queue
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Create Distance Education Mass Update Queue

Distance Education Pilot Program queues are used to update student records with distance education
pilot program information.

_Seﬁrch Grants EI SSN or Last Name ¥ Your Account ¥ Contact Us @ Log Out

Alec Welcome, JAMES SMITH - Wednesday, November 6, 2013

*J  THE FINANCIAL AID KNOW-IT-ALL

Home State Grants « Loan Processing = Reports & Files «

Step 1 of 4 - Name Your Queue and Select Settings

Mass Update Queue: Update depp

Period

Select Period and Term(s) for this Mass Update.

2013-2014 ACADEMICE

Branch Campus for Students to be Updated

Student Records will be Updated from the Campus below.

Pheaa Quarter University

Term(s)

{¥1: Fall [C] winter [C] Spring

Update Type
Select the Type of Mass Update you would like to perform.

@) Update Records ) Cancel or Reinstate Records @ Distance Education Pilat Program

‘ Cancel H Continue »

Home | State Grants | Loan Processing | Reports & Files -
Alec American
Contact Us | Privacy Policy | Terms of Use Education

& :_"_ Services

Copyright ® 2007-2013 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

1. Inthe Update Type ficld, click Distance Education Pilot Program.

2. Click Continue.
NOTE: For instructions on creating a mass update queue to update, cancel or reinstate student

records, see user guide WB0123- School Portal State Grant Partner Interface User
Guide PHEAA.
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- The Step 2 of 4 — Add Students to Your Mass Updates Queue page displays.

_Search Grants EI SSN or Last Name E ¥ Your Account v Contact Us @ Log Out

Alec Welcome, JAMES SMITH - Wedngsday, November 6, 2013
P

“J THE FINANCIAL AID KNOW.IT-ALL

Home | State Grants = | LoanProcessing ~ | Repors & Files

Step 2 of 4 - Add Students to Your Mass Update Queue

Mass Update Queue: Update depp [’ 2dt Queue Name
Period: 2013-2014 ACADEMIC Campus: Pheaa Quarter University Term(s): Fall Update Type:  DE Pilot Program
123456789 -

- *100 Records Maximum

Home | State Grants | Loan Processing | Reports & Files .
Alec American
Contact Us | Privacy Policy | Terms of Use -

Edueation
< "ard Services

Copyright @ 2007-2013 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

The Mass Update Queue ficld displays the name of the queue entered on the previous page. To
change the name of the queue, click Edit Queue Name.

The Period, Campus, Term(s) and Update Type ficlds display the information that was entered
on the previous page.

3. In the text box, enter SSNs for each record that should be updated, up to 100 records. The SSN
must be numeric. It may contain dashes. Use commas, spaces, returns or tabs to separate more than
one SSN.

4. Click Add Records.
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- The Step 2 of 4 — Add Students to Your Mass Updates Queue page redisplays with the
list of student records that have been added to the queue.

_Seﬁrch Grants EI SSN or Last Name ¥ Your Account ¥ Contact Us & Log Out
Alec
Y

Welcome, JAMES SMITH - Wednesday, November 8, 2013

*%J | THE FINANCIAL AID KNOW-IT-ALL
Home State Grants + Loan Processing + Reports & Files

Step 2 of 4 - Add Students to Your Mass Update Queue

Mass Update Queue: Update depp

E Edit Queue Name

Period: 2013-2014 ACADEMIC Campus: Pheaa Quarter University Term{s): Fall Update Type:  DE Pilot Program

Enter a SSN for each record you are going to update, up to 100 records. -

Add Records
- =100 Records Maximum
1 records added to Queue. Displaying 1 - 1 out of 1 records.
Student Name SSN Account # Dio/B Address City State
REMOVE APRIL APPLICANT 123458789 1234567690 1200 NORTH ¥TH STREET HARRISBURG PA
| Delete Queue | ‘ Continue > ‘

Home | State Grants | Loan Processing | Reports & Files

American
Copyright @ 3

- Education
)13 Pennsylvania Higher Education Assistance Agency. All Rights Reserved. LRy Services

To remove records, check one or more boxes to the left of the student record and click Remove.

Click Continue. To delete the queue, click Delete Queue.

NOTE: If the school user clicks Delete Queue, the Delete Queue dialog box displays, not
shown. Click Yes, Delete Queue to confirm the deletion.
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- The Step 3 of 4 — Choose the Updates for Your Queue page displays.

_Search Grants EI SSN or Last Name m ¥ Your Account v Contact Us @ Log Out

Alec Welcome, JAMES SMITH - Wedngsday, November 6, 2013
P

“J THE FINANCIAL AID KNOW.IT-ALL

Home | State Grants = | LoanProcessing ~ | Repors & Files

Step 3 of 4 - Choose the Updates for Your Queue

Mass Update Queue: Update depp [4' Edit Queue Name

Period: 2013-2014 ACADEMIC Campus: Pheaa Quarter University Term(s): Fall Update Type:  DE Pilot Program

Would you like to nominate these students for the Distance Education Pilot Program or enter Institutional Reporting Requirements information?

Institutional Reparting Reguirements

J Mominate for Pilot Program ‘

Students Participating in Distance Ed Pilot Program

Select if you would like to nominate these students for the Pilot Program in this mass update.

Nominate for Distance Education Award: ]

CIP Code - ,

< Previous H Clear H Continue >

Home | State Grants | Loan Processing | Reports & Files

American
Edueation
< "ard Services

Contact Us | Privacy Policy | Terms of Use -A-]-ec ‘

Copyright @ 2007-2013 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.
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The Mass Update Queue ficld displays the name of the queue entered on the previous page. To

change the name of the queue, click Edit Queue Name.

The Period, Campus, School, Term(s) and Update Type fields display the information that was

entered in step one.

Nomination for Pilot Program

7. Check Nominate for Distance Education Award to nominate the student(s) in the queue for

the Distance Education Award. This is a required field.

8. Inthe CIP Code (Classification of Instructional Program) field, enter the two- and four-character
CIP code, or click the magnifying glass to the right of the field and select the two- and four-
character CIP codes from the Approved Programs list. This field is dynamic, meaning that the
codes that display in the second part of the field depend on the code that is selected in the first part

of the field. Both parts of this field are required.

9. Click the Institutional Reporting Requirements tab to update additional fields.
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Institutional Reporting Requirements

_Seﬁrch Grants EI SSN or Last Name £¥ Your Account ¥ Contact Us & Log Out

Alec Welcame JAMES SMITH - Wednesday, November 6, 2013
—

*%J | THE FINANCIAL AID ENOW-IT-ALL

Home State Grants Loan Processing = Reports & Files «

Step 3 of 4 - Choose the Updates for Your Queue

Mass Update Queue: Update depp [ Edit Queue Name

Period: 2013-2014 ACADEMIC Campus: Pheaa Quarter University Term(s). Fall Update Type:  DE Pilot Program

Would you like to nominate these students for the Distance Education Pilot Program or enter Institutional Reporting Requirements information?

Institutional Reporting Requirements

Marminate far Pilat Program ‘

Institutional Reporting Requirements

Enter the information you want to change for the student records. Leave a field blank if it does not apply for all students added to this mass update.

CIP Code - . Cumulative GPA:
Program Structure” | _gajact- E‘ Cumulative Credits Earmed:

(Actual) Classroom Credits: Primary Credential Completed: | _5g)act- |Z||
(Actual) Online Credits: Term Tuition:
Term GPA: Term Fees:

| <« Previous H Clear || Continue »

American
- Education
< “u~d Services

Contact Us | Privacy Policy | Terms of Use

Home | State Grants | Loan Processing | Reports & Files

Copyright €@ 2007-2013 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

10. In the CIP Code (Classification of Instructional Program) field, enter the two- and four-character
CIP code, or click the magnifying glass to the right of the field and select the two- and four-
character CIP codes from the Approved Programs list. This field is dynamic, meaning that the
codes that display in the second part of the field depend on the code that is selected in the first part
of the field. Both parts of this field are required.

11. In the Program Structure ficld, click the down arrow and select the distance education
composition of the student’s program of study.

12. In the (Actual) Classroom Credits field, enter the number of credits the student has
successfully completed in a classroom.

13. In the (Actual) Online Credits ficld, enter the number of credits the student has successfully
completed online.

14. In the Term GPA ficld, enter the student’s grade point average for the term.
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15. In the Cumulative GPA field, enter the student’s total grade point average.
16. In the Cumulative Credits Earned field, enter the total number of credits earned.

17. In the Primary Credential Completed field, click the down arrow and select the credential
once the student has completed the program.

18. In the Term Tuition field, enter the tuition for the term.
19. In the Term Fees field, enter the fees for the term.

20. Click Previous to return to step two, or click Continue. Click Clear to clear the information on
the page to begin again.
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WD The Step 4 of 4 — Review Your Mass Update Queue page displays.

_Search Grants EI SSN or Last Name E £ Your Account v Contact Us @ Log Out

Alec Welcome, JAMES SMITH - Wednesday, November 6, 2013
P

“J THE FINANCIAL AID KNOW.IT-ALL

Home | State Grants = | LoanProcessing = | Repors &Files «

Step 4 of 4 - Review Your Mass Update Queue

Mass Update Queue: Update depp [4' Edit Queue Name

Period: 2013-2014 ACADEMIC Campus: Pheaa Quarter University Term(s): Fall Update Type:  DE Pilot Program

Review the changes below and Submit changes if correct. Or you can go back and make any corrections.

These Records will be Updated

Student Name SSN

APRIL APPLICANT 123456789

With These Changes

Primary Credential: Bachelor's Degree

Delete Queue || Exportto Excel ‘ RUN MASS UPDATE

Home | State Grants | Loan Processing | Reports & Files

. American
Contact Us | Privacy Policy | Terms of Use A]'ec = Ed:caﬂon

*_ “asd Services

Copyright @ 2007-2013 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

The Mass Update Queue ficld displays the name of the queue entered on the previous page. To
change the name of the queue, click Edit Queue Name.

The Period, Campus, School, Term(s) and Update Type fields display the information that was
entered on the previous page.

The These Records will be Updated displays a list of SSNs that will be updated.
21. Click Edit to return to step 2 to edit the list of SSNs.

The With these Changes section displays the updates that will be made.

22. Click Edit to return to step 3 to edit the updates that will be made.

23. Click Delete Queue to delete the queue.
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NOTE: If the school user clicks Delete Queue, the Delete Queue dialog box displays, not
shown. Click Yes, Delete Queue to confirm the deletion.

24. Click Export to Excel to export the update criteria to an Excel spreadsheet. See Appendix:
Export Mass Update Reports to Excel for more information.

25. Click Run Mass Update to run the update.
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D The results page displays when the school user clicks Run Mass Update on the previous page.

WARNING: If the school user leaves this page, he or she will not be able to return to view the
results.

_Seamh Grants EI SSN or Last Name £ vourAccount ¥  ContactUs  [L<NEEelN

Alec Welcome, JAMES SMITH - Wednesday, November 6, 2013
P

-U THE FINANCIAL AID ENOW-IT-ALL

Home State Granis = Loan Processing = Reporis & Files

Period: 2013-2014 ACADEMIC Campus: Pheaa Quarter University Term(s): Fall Update Type:  DE Pilot Program

Successful Updates

SSN Student Name Details

123456789 APRIL APPLICANT Record successfully updated.

‘ Export to Excel || Create Another Mass Update ‘

Home | State Grants | Loan Processing | Reports & Files

9 American
Contact Us | Privacy Policy | Terms of Us Alec ‘ ‘ =

Eduecation
< "l Services

Copyright © 2007-2013 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

The Period, Campus, Term(s) and Update Type ficlds display the information that was entered
on the previous page.

Accounts display in one of the following sections depending on the status of the update:

» The Successful Updates section displays a list of accounts that have been updated successfully,
including the current eligibility which may have changed as a result of the update.

« The Successful Updates — Pending Review scction displays a list of accounts that have been
updated successfully but the eligibility has not be recalculated and is pending a review by PHEAA.

« The Unsuccessful Updates section displays a list of accounts that have not been updated

successfully. Unsuccessful accounts are saved in the queue for further review until the queue is
deleted.

April 2016 Confidential/Proprietary Information — PHEAA WBO01385- 77




Web Product Procedure

PHEad )

School Portal Distance Education Partner Interface

26. Click Export to Excel to export the mass update report to an Excel spreadsheet. See Appendix:
Export Mass Update Reports to Excel for more information.

27. Click Create Another Mass Update to create another mass update queue using the instructions
in this section.
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Edit Distance Education Mass Update Queue

School users can edit mass update queues from the Distance Education Dashboard when a mass update

queue was created but not run.

State Grants Distance Education

Process Distance Education Award View Disbursements

g o i et A m

Not Nominated (DF & <50%) & 28 PFrocussed
Nominated (Pending EBgibiiny ) & 6 &
il Processed

Awarded - Needs Centificaton 0 " [
Awarded - Cenified 0 [ [ 0 g Processed
Rejects - Distance Education Funds Depleled o [ o

© \iew Al Previous Dsbursements
Rgfiects - All Other Rigject Types 1 1 ] : e

View Refunds
Nominated Stugents Tota * ] Y

Complete Reporting for Distance Education Supplemental O View All Refund Grougs

Information

Status - All Participants Fall winter Spring
Incompiete Feparting ar a7
Review Refunds for Distance Education Awards
Status Fall Winter Spring Al
Refunds Needed [ ] 0 ]
Refunds Total ] o 0 (1]
Process Distance Education Mass Update ) Creats Mass Updata

US04 03,24 P

Processing | Roparts & Files

v of Lige

1. Click Edit to update the mass update queue.
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- The Step 2 of 4 — Add Students to Your Mass Updates Queue page displays.
_Search Grants

EISSN or Last Name

¥ Your Account ¥ Contact Us @ Log Out
Alec Welcome, JAMES SMITH - Wedngsday, November 6, 2013
- THE FINANCIAL AID ENOW-IT-ALL

Home | State Grants = | LoanProcessing ~ | Repors & Files

Step 2 of 4 - Add Students to Your Mass Update Queue

Mass Update Queue: Update depp

B Edit Queue Mame

Period: 2013-2014 ACADEMIC Campus: Pheaa Quarter University

Termis): Fall Update Type:  DE Pilot Program
123456789

i

Add Records

*100 Records Maximum

Home | State Grants | Loan Processing | Reports & Files

Contact Us | Privacy Policy | Terms of Use

Edueation

3 American
Alec
Copyright & 2007-2013 Pennsylvania Higher Education Assistance Agency. All Rights Reserved. . Bervices

. —

Make changes to the mass update queue using the instructions in the Create Distance Education Mass
Update Queue section.
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School users can process mass update queues from the Distance Education Dashboard when a mass

update queue was created but not run.

State Grants Distance Education

Process Distance Education Award

Status Fall Winter  Spring AR
Nat Nominated (DF & <50%) & 7

Nominated (Pending ERgibiity ) 6 6 6

Awarded - Needs Cenification 0 1" 0

Awarded - Cenffed 0 0 0 0
Rejects - Distance Education Funds Depleted 0 0 ]

Reects - All Other Reject Types 1 1 o

Nominaten Suoents Total * £} 3

Complete Reporting for Distance Education Supplemental

Information

Process Distance Education Mass Update

Copyright © 2007-2¢

Status - ANl Participants Fal Winter Bpring
Incompiete Reporing 37 ar
Refunds for Distance Education Awards
Fall Winter Spring Al
Refunds Needed [ ] 0 ]
Refunds Todal L] L] 0 o

@ Creats Mass Updata

Pennsyivania Highor Education Assistance Agency. Al Rights Reserved.

View Disbursements

28 Frocessed
il Processed
a Processed

© \iew Al Previous Dsbursements

View

© View All Refund Groups

Refunds

Alec

Amarioan
- Eduoation
= "and Bervices

1. Click Process to process the mass update queue.
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- The Step 3 of 4 — Choose the Updates for Your Queue page displays.

_Search Grants EISSN or Last Name ¥ Your Account v Contact Us @ Log Out

Alec Welcome, JAMES SMITH - Wedngsday, November 6, 2013

THE FINANCIAL AID ENOW-IT-ALL

Home | State Grants = | LoanProcessing ~ | Repors & Files

Step 3 of 4 - Choose the Updates for Your Queue

Mass Update Queue: Update depp [4' Edit Queue Name

Period: 2013-2014 ACADEMIC Campus: Pheaa Quarter University Term(s): Fall Update Type:  DE Pilot Program

Would you like to nominate these students for the Distance Education Pilot Program or enter Institutional Reporting Requirements information?

J MNominate for Pilot Program H Institutional Reporting Reguirsmeants

Students Participating in Distance Ed Pilot Program

Select if you would like to nominate these students for the Pilot Program in this mass update.

Nominate for Distance Education Award: ]

CIP Code - ,

< Previous H Clear H Continue >

Home | State Grants | Loan Processing | Reports & Files .
Contact Us | Privacy Policy | Terms of Use A]-ec

American
Edueation
< "ard Services

Copyright @ 2007-2013 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

Process, or run, the mass update queue using the instructions in the Create Distance Education Mass

Update Queue section.
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Delete Distance Education Mass Update Queue

School users can delete mass update queues from the State Grants Dashboard when a mass update
queue was created but not run.

State Grants Distance Education

Process Distance Education Award View Disbursements

i £ b Fontd G m
& 7 o -

Nat Nominated [DE & <50%) 7 28 Frocessed
Nominated (Pending EBgibiiny) & 6 ]
il Processed

Awarded - Needs Cenification 0 n 0
Awarged . Cenined 0 0 0 0 9 Processed
Rejects - Distance Education Funds Depleled o [ o

© \iew Al Previous Dsbursements
Rgfiects - All Other Rigject Types 1 1 ] : e

View Refunds
Nominated Slugents Total * £ Y

Complete Reporting for Distance Education Supplemental O View All Refund Grougs

Information

Status - All Participants: Fail winter  Spring

Incomglete Reporing

ar

Review Refunds for Distance Education Awards
Refunds Needed [ [ 0 (]
Refunds Total ] o 0 (1]
Process Distance Education Mass Update ) Creats Mass Updata

Crueue Name Records Date Created

st 1 LS4 0324 PR Eot Process Delele

Homa | State Grants | Loan Processing | Reports & Files a e
Contact s | Privacy &0 s - Edvoation
= "and Bervices

Copyright £ 2007-2014 Pennsylvania Highar Education Assistance Agancy. All Rights Reserved.

1. Click Delete to delete the mass update queue.
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WD The Delete Queue dialog box displays.

Delete Queue

Are you sure you want to Delete this Queus?
You will lnse any seftings you have created

e

2. Click Yes, Delete Queue to delete the mass update queue or click Cancel to close the dialog
box without canceling the mass update queue.
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View Disbursements

The View Disbursements section displays up to four of the most recent disbursement rosters for the
selected school branch and a link to view all previous disbursement rosters. If All Schools is selected,
only the link to view all previous disbursement rosters displays. This displays the disbursement rosters

for all of the school’s branches.

State Grants Dustance Education

Education View Disbursements

Not Nominated (DE & <50%)

Nominated (Pending ENgibaty)

Awarded - Needs Cenificabon 0 1 1] 12
Awarded - Cenflied [} o [} 0
Rejects - Distance Education Funds Depleted [} o 1]

Rejucts - All Olher Reject Types 1 1 o

Nominaied Students Total kS k2

g € cducation T L
Incompiete Reporting
2view Refunds for Distance Education Awards
Refunis Needed
Refunds Total 0 o o o
Process Distance Education Mass Update (B) Craate Mass Update

Chaewe Marme Records Date Created

test 1 T20N2074 03.24 PM Ean  Process Dekie

4 e o !duul.lnn
Btrvlnel
Copyright € 2007-2014 Pannsylvania Higher Cducation Assistanca Agency. All Rights Reserved.

1. Click one of the previous disbursement rosters, if available, or click View All Previous
Disbursements to view a list of all disbursement rosters.
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W The Previous Disbursements page displays.

oo o ioe - cocn CITT

Alec Welcome, JAMES SMITH - Friday, December 5 2014

THE FINANCIAL AID KNOW-IT-ALL

Home  Stabe Granls = | Loan Processing ~ | Reporis & Fies =
Previous Disbursements 00007 e QUARTER
Displaying 1 - 2 out of 2 Results
MNama Academic Pariod Schoal Records Status
2014 - 2015 Academic Pheaa Quarter University a Processed
2014 - 2015 Academic Pheaa Guarter University ] Processed

Home | State Grants | Loan Processing | Reports & Files.
Contact U | Privacy Policy | Termes of Usa

Copyright © 20072014 Pennsylvania Higher Education Assistance Agency. All Rights Resarved.

The Name field displays the name of the disbursement roster.

The Academic Period field displays the academic period for the disbursement roster.
The School field displays the name of the school on the disbursement roster.

The Records field displays the number of recipients on the disbursement roster.

The Status field displays the status of the disbursement roster.

2. Click the link in the Name field to view the disbursement roster.
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W Thc SGDEPP Disbursement Roster displays.

NOTE: The PDF version of the disbursement roster has slight formatting differences from the
PageCenter version. Refer to the SGDEPP Program Guidelines on the PHEAA Web site for
more information.

99999997-01 PENNSYLVANIA HIGHER EDUCATION ASSISTANCE AGENCY Page: 1
ATTN: FINANCIAL AID ADMINISTRATOR 2014 - 2015 SGDEPP DISBURSEMENT ROSTER WINTER DISBURSEMENT
010997 PHEAA QUARTER UNIVERSITY 12/05/2014 (QUARTER)
STUDENT IDENTIFICATION FALL WINTER SPRING TOTAL DUE PHEAA REFUND REQUESTS
ELIGIBILITY INFORMATION TERM TERM TERM GRANT STUDENT __OUTSTANDING _RECEIVED
123-45-6789 $0 STGRT STGRT 30 $0 NONE NONE
STUDENT, APRIL
PHEAA COLLECTABLE -
PRIOR GRANTS - 1.75 LAST AWARD DIFFERENT SCHOOL

REMEDIAL EXCEPTION - 0.0

123-45-8789 NOCRT NOCRT $1,138 $1,138 $0 NONE NONE
*STUDENT, ABBY
PHEAA COLLECTABLE -
PRIOR GRANTS - 1.0
REMEDIAL EXCEPTION - 0.0

123-45-8789 NOCRT $1,138 $1,138 $0 NONE NONE
*"STUDENT, AVA
PHEAA COLLECTABLE -
PRIOR GRANTS - 1.0 LAST AWARD DIFFERENT SCHOOL

REMEDIAL EXCEPTION - 0.0
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The View Refunds section displays up to four of the most recent refund groups for the selected
school branch and a link to view all refund groups. If All Schools is selected, only the link to view all
refund groups displays. This displays the refund groups for all of the school’s branches.

State Grants Distance Education H Ready to Succeed |

Process Distance Education Award

Status - All Participants Winter Spring

Incomplete Reporting 37 37 37

Review Refunds for Distance Education Awards

No Mass Updates have been created.

Home | State Grants | Loan Py

Copyright @ S Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

View Disbursements

No. Status

23 Processed
23 Processed
33 Processed
35 Processed

Name

Refunds - Received

© View All Refund Groups

Status Fall Winter Spring Al Name
Mot Mominated (DE & <50%) § 6 7 Disbrsmnt - 04/13/2015
Nominated (Pending Eligibility) 0 1 0 1 Disbrsmnt - 04/13/2015
Awarded - Needs Certification 10 14 14 14 Disbrsmnt - 02/17/2015
Awarded - Certified 0 1 1 1 Disbrsmnt - 02/17/2015
Rejects - Distance Education Funds Depleted 0 0 0 ) _

© View All Previous Disbursements
Rejects - All Other Reject Types 3 3 1 N

View Refunds
MNominated Students Total 7 36 35 7

No. Status

1 Received

Status Fall Winter Spring All

Refunds MNeeded 1 0 0 1

Refunds Total 2 0 0 2
Process Distance Education Mass Update | @ create Mass Update |

Queue Name Records Date Created Actions

Alec ‘

Ameriean
Education
* “oa~d Services

1. Click one of the previous refund groups, if available, or click View All Refund Groups to view

a list of all refund groups.
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WD The Refund Groups List displays.

_Seﬁan:h Grants EI SSN or Last Name ¥ YourAccount ¥  ContactUs

Alec Welcome, JAMES SMITH - Wednesday, June 24, 2015

THE FINANCIAL AID ENOW-IT-ALL

Home State Grants Loan Processing
« Back to Dashboard
Refunds for Distance Education Award [ 39992997 PHEAA QUARTER UNIVI~

Displaying 1 - 1 out of 1 Results

Name Academic Period School Records Status

Refunds - Received - 99999987-01 2014 - 2015 Academic Pheaa Quarter University 1 Received

Home | State Grants | Loan Processing

9 American
Contact Us | Privacy Palicy | Terms of Use Alec a

Education
< "ard Services

Copyright ® 2007-2015 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

There are four refund group statuses: received, changed, under review and processed. While there may
be multiple refund groups for the same refund group status, only one will be active.

2. Click the link in the refund group Name field. See the following sections for more information
about the refund groups:

* Refunds — Received

» Refunds — Changed

» Refunds — Under Review
* Refunds — Processed

April 2016 Confidential/Proprietary Information — PHEAA WB01385- 89




PHEad )

Refunds — Received

Web Product Procedure

School Portal Distance Education Partner Interface

The Refunds - Received status indicates that a refund group has been created and no changes have
been made to the group since the last disbursement.

[=fssroriants Q © ‘ou Account »  Gontaet Us

Alec

Home  State Grants = | Loan Frocessing = | Repors & Fies

Welcome, JAMES SMITH - Wednesday, February 25, 2015

THE FINANCIAL AID KNOW-IT-ALL

Debote Refund Group

p - Distance Ed

You must make an electronic transfer of $1.776 before the next disbursement. Afer the nex
disbursemment thi award amounts miy change

Schoal wall send funds on o about 03082016 Aoty
Date must ba entered i MWDDCCYY format Refunds Total: $1,776
Refunds Grand Total: 52 427
Displaying 1 - 3 out of 3 Student Records Expost 1o ExcaliCSV G0 8o First Recoed »
Hame w EEN Fall Winkor Spring Total

Hormse | State Grants | Loan Precessmg | Repons & Files

dgaas Alec Amerioan
Contact Us | Privacy Policy | Terms of Use = B "
Comyright © 2007-2015 Pennaytvanin tgher Education Amistance Agency. AN faghts feservod. @ Barvioes

School Branch: PHEAA QUARTER UNNERSITY

123458780 a9 ]
1FILEETRY 566 - B 5560

123456780 1,138 - - $1.138

The Refunds Total field displays the total refund due for the current refund group.

The Refunds Grand Total field displays the grand total of all refunds.

1. To delete the refund group, click Delete Refund Group.

WARNING: There is no confirmation. The refund group is deleted immediately.

2. To change the date the school will send the refund, change the date in the School will send
funds on or about ficld and click Apply.

3. To remove a student record from the refund, click REMOVE.

4. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more

information.
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NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search ficld at the top of the State
Grant Portal.

5. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the refund group.

6. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.
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Refunds — Changed

The Refunds — Changed status indicates that the refund amount for at least one student listed on an
unprocessed refund group has been altered due to changes in the student’s enrollment and eligibility.

NOTE: Refunds are calculated when disbursement rosters are generated. When a change to a
student’s enrollment and eligibility affects the amount of a student’s refund, the refund is
recalculated the next time a disbursement roster is generated and displays in the Refunds —

Changed status.

— coowommmmae o e D

Alec Welcome, JAMES SMITH - Wednesday, February 25, 2015

THE FINANCIAL AID KNOW-IT-ALL

Home: State Grants = Loan Processing = Regorts & Fres
Debote Refund Group

You must make an elactronie transter of 54,09 before the next disbursement. ARer the next
diisbiursasraent thit award amounts may changi
Previous Refunds Totok: $4.098

New Refunds Total; 52,562

Sehool Branch: PHEAA UNNVERSITY OF HARRISBURG

Schoal wall sand funds on o about  02/17/2016 Aoty
Date must be entered i MWDDCCYY format Appiy New Refunds Totnl
Refunds Grand Total: 54 052
Displaying 1 - 4 out of 4 Student Records Export 1o Excel TSV Go to First Recodd »
Hamo = 55N Fall Wintor Spring Total

1245678 51 il
ws 2
12456789 - - 50

12456789 8 - - $854

12456789 §1,707 - $1.707

Horme | State Grants | Losn Procsesmg | Repons & Files
Contact s | Prevacy Pty | Teems of Use Alec - m
E =] servies

Copyrght © 2007-2015 Prmmyhianin Hegher Education Asatane Agency. A Raghts Rescrvml.

The Previous Refunds Total field displays the previous total refund due for the current refund
group.

The New Refunds Total ficld displays the new total refund due for the current refund group.
The Refunds Grand Total field displays the grand total of all refunds.
1. To delete the refund group, click Delete Refund Group.

WARNING: There is no confirmation. The refund group is deleted immediately.

2. To change the date the school will send the refund, change the date in the School will send
funds on or about ficld and click Apply.
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3. Click Apply New Refunds Total to update the new refunds totals.
4. To remove a student record from the refund, click REMOVE.
5. To view an individual student record, scroll over the student list to highlight a student record. Click

the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search field at the top of the State
Grant Portal.

6. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the refund group.

7. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.
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Refunds — Under Review

The Refunds — Under Review status indicates that funds have been received by PHEAA Financial
Management and the funds received amount does not equal the Refunds Total listed on the active

invoice.

NOTE: This does not indicate that funds have been posted to the student’s account.

Alec Welcorme, JAMES SMITH- Monday, March 2, 2015

THE FINANCIAL AID KNOW-IT-ALL

Home: State Grants Loan Processing - Regors & Fies
Dot Redund Group

You must make an electronc UEME'OTSI 207 betore the next disbursement. ARer the next

disbiursermnnt thit sward amounts may change Refunds Total: $1,207

Sehoo! Branch PHEAA PRIVATE COLLEGE Amaunt Recaivad: $1,200

School wil sond funds on or about 12132015 Differonce: §7

Refunds Grand Total: 55 725
Diisplaying 1 - 1 out of 1 Student Records Expost 1o Exce SV G0 1o Fiest Record »
Hame bl Fall Winter Soring Todal

12345878 51,207 1207

Home | State Grasts | Loan Processng | Reports & Files
Contact Us | revacy Pk | Terms of Use Alec uunadnn

Copyright © 2007-2015 Pennayivania Migher Feucation Asmistance Agency. AN fights feservnd.

The Refunds Total ficld displays the total value of the refund group.
The Amount Received field displays the amount of the refund payment.

The Difference ficld displays the difference between the total value of the refund group and the
refund payment received.

The Refunds Grand Total fiecld displays the grand total of all refunds.
1. To delete the refund group, click Delete Refund Group.

WARNING: There is no confirmation. The refund group is deleted immediately.
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2. To view an individual student record, scroll over the student list to highlight a student record. Click
the student record. See View Distance Education Information on the Student Record for more
information.

NOTE: The academic year and period selected are not updateable when accessing a student from a
list. To access different years for the same student, use the Search ficld at the top of the State
Grant Portal.

3. Click Export to Excel/CSV to export the student list. See Appendix: Export Mass Update
Reports to Excel for more information about exporting the refund group.

4. Click Go to First Record to go to the first student record and cycle through the records that
match the filtered or unfiltered criteria. See View Distance Education Information on the Student
Record for more information.
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Refunds — Processed

The Refunds - Processed status indicates that funds have been received for the refund group,
posted for the appropriate student(s) listed on the invoice(s) and added back to the Distance Education

Pilot Program allocation.

NOTE: Processed refunds display on a downloadable PDF.

99999999-99 PENNSYLVANIA HIGHER EDUCATION ASSISTANCE AGENCY Page: 1
ATTN: FINANCIAL AID ADMINISTRATOR 2014 - 2015 SGDEPP REFUND GROUP
000000 PHEAA UNIVERSITY OF 0BI27/2015 REFUNDS TOTAL: §$31,830
HARRISBURG
STUDENT NAME 58N FALL WINTER SPRING TOTAL
TERM TERM TERM REFUND
STUDENT, APRIL 123456759 $0 s0 5374 $374
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School users can access the Disbursement Certification form from the Home page or from the

State Grants drop-down list.

Contact Us

@ Logout

EI SSN ar Last Name

Alec
S~

Home Siate Granis v

State Grants

© View State Grants Dashboard
Standard Lists and Worklists

© Create Mass Update Queue
Create Mass Update Queue

Download from PageCenter

O State Grant Disbursement Certification
Disbursement Certification Form

Loan Processing

© Realtime Processing with AES Loans
OneLink GUI

© Direct Access to the AES System
OC/Mebconnect

Reports & Files

© Standard Reports
Page Center

© Send & Receive Files
Sterling File Gateway (Beta)

Loan Processing +

-U THE FINANCIAL AID ENOW-IT-ALL

Reports & Files

© View My Exports
View Exporied Student Lists

O Access State Grant & Special Programs
OC/MWebconnect

© State Grant Education Costs
Education Cost Form

O Request Primary School Change
Change Primary School in Student Record

Q View Students AES Accounts

Account Access

© Loan Entrance/Exit Counseling
Loan Counseling Reports

£% Your Account =

Welcome JAMES SMTIH - Wednesday, December 3, 2014

Messages

There are currently no messages

Alerts (Notifications)
) You have no alerts.

View My Exports

Order Materials

Program Materials
Order loan processing forms, brochures & guides for
students, or deferment and discharge forms.

Training & Publications

Training Event Schedule

View upcoming training opportunities offered by AES
Document Library

View documentation on products, systems, and
services.

Loan Notes

Access AES publications on FFELP news.
Common Manual

Access the Common Manual and other Common
Manual information.

Default Prevention

You Can Deal With It
Access a financial management website designed fo
assist student loan borrowers with managing debt

¥CDWI Downloads
Access calculators, tools and downloads to assist
student borrowers with financial management.

EDUCATIONPLANNERE

Access 8 one-stop career snd college planning site

1. Click State Grant Disbursement Certification on the Home page or the State Grant home

drop-down list.
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= The AES Document Library opens to the Certification Procedures, Workshop
Materials and Roster Certification page.

Disclaimer | Privacy

American Education Services AES Document Library

@ Main Menu

A q 11l . e
@ Dsoscitnr;ganr{g“gmem s Wain Menu / State Grant Program / Certification Procedures, Workshop Materials and Roster Certification Page
@ BPAMS: Business Pariner
Access Management System i .
Costs and Award Adjustments Webinar
® Compliance
Revised 2014-15 Academic Year and 2015 Summer Certification Procedures
@ Newsletters
G Emancal fid 'S onaces 2013-14 Academic Year and 2014 Summer Certification Procedures
® Loan Origination/FTS Refund Attachment: 2014 Summer Amendment
® My File Gateway 2013-14 Certification Procedures Workshop Presentation
@ OC Webconnect Transmission Best Practices Handout
e 012-13 Academic vear and 2013 Summer Certification Procedures
® PageCenter Guide
2012-13 Certification Procedures W Power Point Presentation)
@ Special Programs
ertification Procedures Workshop Q&A
@ State Grant Program
2015-16 State Grant Disbursement Roster Certification Page (Including Summer 2016)
2014-15 State Grant Disbursement Roster Cerification Page (Including Summer 2015)

2. Click XXXX-XX State Grant Disbursement Roster Certification Page. XXXX-XX
indicates the academic year.
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- [, this example, the 2015-2016 DISBURSEMENT CERTIFICATION form displays.

DISBURSEMENT CERTIFICATION

WARNING: Any person who knowingly makes a false statement or misrepresentation on this form
is subject to penalties which may include fines or imprisonment under the United States Criminal
Code and 20 U.S.C. 1097.

1. OE Code:
2. School Information:

MName:
Address:
Phone Mumber:

To be completed by a financial aid administrator or other school official authorized to
certify financial aid forms.

3. Certification Period: hd
4 Date of Roster: e v -

CERTIFICATION STATEMENT

| hereby certify, as an authorized representative of the educational institution identified above, that
this roster has been processed in accordance with PHEAA instructions for processing 2015-16

disbursement or reconciliation rosters and that funds were received by electronic transfer. | further
certify that all school changes were submitted in accordance with PHEAA's qualifying procedures.

| also certify that my institution continues to meet the institutional eligibility requirements for
participation in the program for which funds have been accepted.

| understand that ane certified copy of this roster certification page must be retumned to PHEAA by
the deadline in accordance with PHEAA instructions.

| further understand that retention of any program refunds due PHEAA for the 2015-16 academic year
or summer period after the reconciliation deadline provided in PHEAA instructions may result in: 1) all
subsequent program disbursements being withheld; and 2) an interest charge being assessed
against the outstanding balance due until the refund is received by PHEAA.

5. Mame/Title 6. Date

- - -

7. E-Mail Address of School Official

Submit Reset
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3. Inthe OE Code field, enter the six- or eight-digit school ID assigned by the Department of
Education.

4. Inthe School Information fields, enter the name, address and phone number of the school’s
financial aid office.

5. Click the down arrow in the Certification Period field and select Academic Year
Reconciliation SGDEPP or Summer Reconciliation SGDEPP from the drop-down list.

6. Click the down arrows in the Date of Roster ficld and select the month, day and year of the
disbursement roster.

7. In the Name/Title field, enter the name and title of the financial aid administrator or other school
official who completed the Disbursement Certification form.

8. Click the down arrows in the Date field and select the month, day and year the Disbursement
Certification form was completed.

9. Inthe E-Mail Address of School Official field, enter the email address of the financial aid
administrator or other school official who completed the Disbursement Certification form.

10. Click Submit to submit the form, or click Reset to reset the form and start again.
NOTE: Entries are processed nightly Monday through Friday. School users can view the
school activity on the STATE GRANT AND SPECIAL PROGRAMS ACTIVITY screen

using transaction FC5S.

IMPORTANT! School users should print this page prior to submission and keep a copy for
their records.

April 2016 Confidential/Proprietary Information — PHEAA WB01385- 100




Web Product Procedure

PHEad )

School Portal Distance Education Partner Interface

Appendix: Export Mass Update Reports to Excel

Mass update reports can be exported to Excel. The steps are the same whether they are for update or
cancel queues; however, they contain different content depending on whether they are exported before
the update or after. See Before Mass Update and After Mass Update for more information.

Before Mass Update

If the export is done before the mass update is run, only the criteria for the update are exported to
the Excel spreadsheet —not the results. The one-page spreadsheet includes the name of the queue,
the current date and time, the settings selected, the changes that will be made, and a list of the
records to be updated.

A B & D E F G I K L
1/ Mass Update Queue: distance education update

2 |07/14/2015 - 12:50:16

Ie[i

3

4

13 CIP Code
14 Term GPA

17 88N

123456789
18

[19]
20
21
2
7
2
%

4 4 » ¥| Settings /2

5 |Settings

] School: PHEAA QUARTER UNIVERSITY
7 Period: 2013 A

8 Term:  Fall

9 Update Type:  UPDATE

12| Changes for this Mass Update:

3.85

16| Records to be Updated

Student Name
APRIL APPLICANT

» ]
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After Mass Update

If the export is done after the mass update is run, both the criteria and the results of the update are
exported to an Excel spreadsheet. The first worksheet of the spreadsheet includes the name of the
queue, the date and time exported, the settings selected, and the changes that were made. The
remaining three worksheets display a list of the students by the following update statuses: Successful,
Pending Review, and Unsuccessful.

Al - S | Mass Update Queue: distance education update v
B c D E F G H J K L M N 0=

A
Mass Update Queue: distance education update
2 08/07/2013 - 11:68:54

3

4

5 |Settings

6 School.  PHEAA QUARTER UNIVERSITY

7 Period: 2013 A E
8 Term:  Fall

9 Update Type: UPDATE

12|Changes for this Mass Update:
13 CIP Code:

14 Term GPA:  3.85
15
16
17 i
4 4+ M| Settings ./ Successful ,~ Pending Review . Unsuccessful [la] L I

Ready | BRI Ty ( Jt

L
@\,

The example below shows the results for a successful mass update.

A B C D E F G H J & L

Successful Updates
| SSN Student Name Details:
123456789 APPLICANT, APRIL Record successfully updated.

30

~
i

27|
4 4 ¥ W[ Sattings | Successful - Pending Review _ Unsuccessful nEdl il | 0
Ready | | [8]E [ 1005 (=) {] )
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Created in 1963 by the Pennsylvania General Assembly, the Pennsylvania Higher Education Assistance Agency (PHEAA]
has evolved into one of the nation’s leading student aid organizations. Today, PHEAA is a national provider of student
financial aid services, serving millions of students and thousands of schools through its loan guaranty, loan servicing,

grant administration, outreach, and other student aid programs.

PHEAA's earnings are used to supportits public service mission and to pay its operating costs, including the administration
of the Pennsylvania State Grant and other state-funded student aid programs. PHEAA continues to devote its energy,
resources and imagination to developing innovative ways to ease the financial burden of higher education for students,

families, schools, and taxpayers.

PHEAA conducts its student loan servicing activities nationally as FedLoan Servicing and American Education Services

(AES). For more information, visit PHEAA.org.

BOARD OF DIRECTORS

Representative William F. Adolph, Jr.
Chairman, Springfield

Senator Wayne D. Fontana
Vice Chairman, Pittsburgh

Senator Ryan Aument
Landisville

Representative Matthew Bradford
Worcester

Representative Mike Carroll
Avoca

Representative Sheryl Delozier
Cumberland

Representative Jaret Gibbons
Ellwood City

Senator Vincent J. Hughes
Philadelphia

Representative Sandra J. Major
Montrose

Representative Michael Peifer
Greentown

Mr. D. Raja
Pittsburgh

Honorable Roy Reinard
Holland

Representative James R. Roebuck, Jr.
Philadelphia

Senator Mario M. Scavello
Monroe/Northampton

Senator Lloyd K. Smucker
Lancaster

Chancellor Timothy R. Thyreen
Waynesburg

Senator Robert M. Tomlinson
Bensalem

Senator Sean Wiley
Erie

Senator John N. Wozniak
Johnstown

PA Secretary of Education

PENNSYLVANIA HIGHER EDUCATION ASSISTANCE AGENCY
1200 North Seventh Street, Harrisburg, PA 17102-1444 . Phone: 800.692.7392

These materials have been developed and paid for by the Pennsylvania Higher Education Assistance Agency
(PHEAA) for informational purposes. Although the Information contained in this document is believed to be
accurate at the time of printing, PHEAA does not guarantee its accuracy. You should independently verify that
this information is correct.
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