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Introduction
The Grants Partner Interface is an Internet portal that allows school users to manage Pennsylvania State Grant student 
records via the Web. School users can search for, view, and update individual student records; view eligibility records 
(history); submit special requests when changes cannot be made on the portal; use mass update queues to update multiple 
student records; and access recently updated student listings through a State Grant dashboard.

Training Resources
PHEAA offers self-service training documents on pheaa.org/training under Partner Interface.
Please check back regularly for updates.

These offerings include:
•	 Navigational Tutorials – Each tutorial, approximately 5 minutes, walks users through accessing the various screens 

within the Interface.

•	 User Guide – This document, in pdf format, explains the labels and data used in the Interface.

•	 Webinars – Each pre-recorded session requires about 30 minutes of your time and illustrates how updates are made to 
student records.

•	 Cheat Sheet – This document provides a quick comparison of the mainframe system to the Interface.

Viewing and Printing Data
Home Page

Did the Alec home page change?

The Alec home page was reorganized on June 27, 2013. Items such as Messages, Training Tutorials, & Publications (Document 
Library) now appear in a column format on the right side of the page.

http://www.pheaa.org/partner-access/training/index.shtml?src=mURL
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Viewing Student Records

I don’t see ‘Partner Interface’ on Alec. How do I view a student?

The Partner Interface does not exist as a link in Alec. The tools for viewing individual records and accessing records exist within 
the Home Page. To view an individual student, enter the student’s SSN in the search box located in the upper left corner. You 
may also enter the Last Name or wildcard with a last name using a minimum of three characters followed by an asterisk (*). If 
more than one student exists with the name entered, a list of students to choose from will display.

Why can’t I view a Student Record?

If you cannot find a student using their last name then the student didn't file a FAFSA or they didn’t list your school on the 
FAFSA. Their name will not appear on the list in either of these instances. This holds true whether you are searching for a 
student via the Partner Interface or the State Grant mainframe transactions.

I refer to the Professional Judgment item found on page 8 of FG59. Will this field be added to the student data?

There are no immediate plans to add this field to the Interface. PHEAA will continue to evaluate the need for this and other 
items on the Student Record. 

I am confused by the status of a student as their record is incomplete but there are no incomplete items on the App Info tab. 
The message refers me to Activity but there is no further information on that tab. 

PHEAA is working on better messaging for these situations. Most likely, this student indicated enrollment in a graduate 
program and was not processed for State Grant consideration. This is one of the reasons that item 430 is a PHEAA Correctable 
on the mainframe display, FG59.

Award Tab

What is the Alternate Award (AA)?

The Alternate Award (AA) is the possible eligibility if enrollment changes. For example, for a student with an award based on 
full-time enrollment, the alternate award displays potential part-time eligibility. 
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Why does the Alternate Award (AA) appear on an adjusted award?

The Partner Interface is currently displaying an amount in the alternate award on adjusted records when it should display ‘Not 
Applicable’. Do not provide this amount to students.

 

Why would the Alternate Award (AA) be blank?

The Alternate Award will not display in situations where a result cannot be calculated. For example, when there is an 
adjustment to the actual award or the student enrollment is less than half-time.
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Application Info Tab

Why does the number of items I see on FG59 not match the highlighted items on the Application Info tab?

Page 1 of FG59 displays Student and Parent Correctables. PHEAA identifies items as either ‘Significant’ or ‘Insignificant’. 
Significant means the information is required; these are first in the FG59 list. Insignificant correctables are items where PHEAA 
has made an assumption and correction of that information is not required. On FG59, insignificant items display last,are 
separated by ‘**/**’ , and are preceded by this label: ‘(I)’. Required items are the only ones highlighted on the Application Info 
tab in the Partner Interface.

Example:

Activity Tab

What information is on the Activity tab?

PHEAA logs all correspondence with a student or related to a student account. This is visible on the Activity tab and includes all 
incoming and outgoing emails, letters, and summaries of telephone conversations.

When does my name appear under ‘User’ on Activity?

When you make a submission, your name will appear under the ‘User’ column. If the column displays ‘System Update’, this 
means the entry was from a PHEAA program.

Will the Activity detail be enhanced to list text instead of codes?

There are no immediate plans to alter the manner by which Activity logs. Converting codes to text is a technical challenge. You 
may click on the Award tab and review the data.

Example Activity loggings showing housing change to code ‘1’ – Dormitory and enrollment change to code ‘2’ – Full-time Evening.
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School Notes (Comment History) Tab

What information is on the School Notes tab?

School Notes, previously named ‘Comment History’, are comments made by a school user. They are not readily viewable by 
PHEAA staff and should not be confused with the student Activity tab.

Who can view my School Notes?

School notes are specific to each school. School Notes are not readily visible to PHEAA staff.

Eligibility Record (History)

Where do I find the student’s grant history?

This transaction is the mainframe equivalent to the FG0B transaction. In the Partner Interface, it is accessible from the 
individual Student Record. The labeling has changed through various iterations of the Interface.

It was a link…

But is now a button… 

My school is not a primary choice for the current or any academic year. Why can’t I access the Eligibility Summary (History)?

When a school has never been a primary choice for the student, the Eligibility Summary is not accessible. This is true of both 
the Partner Interface and the mainframe FG0B transaction. 

Printing

Can I print the entire record?

You can print screen information in a user-friendly format. PHEAA recommends that you choose ‘Print Preview’ from ‘File’ and 
adjust your percentage to around 60% to get the information on one page. 



8Grants Partner Interface Q & A • Confidential/Proprietary Information – PHEAA

January 2014

Exporting to Excel or Comma Separated Value (CSV) File

Is the award date part of the data I can print when exporting to Excel?

The award date is important crediting information. It is part of the data that exports when the Common Separated Value (CSV) 
format is chosen. It is not part of the Excel format. It is also part of the information listed on the student’s Award Info tab and 
you may print that display for the student’s records.

What is the difference between data when choosing Excel versus CSV format?

Both of these open using Microsoft Excel. Choose the Excel format for full descriptions (Table 1). Choose the CSV format  
(Table 2) for automated processing and/or additional data.

Table 1 Table 2
Excel Setting Tab; Tab with Data in English CVS file – 1 row with following columns  

(with codes)

School Code SSN

SSN Last Name

Name First Name
Address Middle Initial
Award Counter (Total) Street Address
(Fall) Award/Reject City
(Fall) Enrollment Status State

(Fall) Housing Status Zip Code
(Fall) DE Nomination Indicator Academic Year Award Counter
TOTAL Academic Year Total

(Fall) College Code
(Fall) Award Amount
(Fall) Reject Code
(Fall) Award/Reject Date
(Fall) Cancelation Code
(Fall) Enrollment Status
(Fall) Housing Status
(Fall) DE Nomination Indicator
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Updates
Special Request

What is a Special Request?

The Special Request button on each Student Record replaces FG11. It is a manual request for PHEAA staff to update an 
individual record. Requests are worked in date received order and normally within seven business days. Some requests may 
take slightly longer due to the status of the account or during high volume periods. 

Since this function is manual, please only use it when necessary.

Examples of Appropriate Use:
•	 To retract ‘Less Than 50% In-Classroom’ reporting

•	 To report when funds have not been credited and will be returned so that PHEAA can discontinue a student 
refund (PHEAA Collectable)

•	 To request changes that cannot be processed due to a pending review by PHEAA

•	 To submit costs that are more than 25% greater than reported

•	 To report questionable eligibility on items such as EFC, Pennsylvania domicile, etc.

•	 To report an non-Pennsylvania address change

•	 To report a change to year in school (nursing schools)

Examples of Inappropriate Use:
•	 Submitting costs that are more than 25% lower than reported

•	 Submitting adjustments due to withdrawal

•	 Reporting enrollment or Pennsylvania address changes

•	 Reporting ‘Less Than 50% In-Classroom’ for additional terms

How do I know when the Special Request has been completed?

Special Requests log as ‘open’ activities upon submission. ‘Open’ means that there is no date under the ‘Close Date’ column as 
in the below example. Once PHEAA works the request, the action date will appear under the ‘Close Date’ column. 

IMPORTANT: Please help us maximize our staff’s efficiency by only submitting one request. Submitting duplicate requests or 
submitting the same request through both Special Request function and FG11 does not expedite your request. Rather, it has 
the opposite effect. If you have a question or concern about a request that you have verified as logged on Activity, please contact 
us at 800.443.0646, option 3, option 1.
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Academic Progress

How do I report lack of Academic Progress?

Report Academic Progress (to reject or remove a reject) on an individual student by choosing the ‘Cancellation or 
Reinstatement’ section.

Note: The ‘Reinstate’ radio button only appears as an option when one of the above reasons was selected in a previous 
transaction.

 

Report Academic Progress on groups of students by creating a mass update queue and choosing the ‘Cancellation/
Reinstatement’ type.

Can I report Academic Progress on incomplete records using the Interface?

Initially, Partner Interface required the status of the record to be Complete. However, that is no longer the requirement. Partner 
Interface allows updates for Academic Progress rejects on Incomplete records. 

Less Than 50% In-Classroom 

Can I reinstate a student after reporting less than 50% classroom?

At this time, PHEAA must continue to review these records. You may request these reinstatements through submission of a 
Special Request. 

Can I report less than 50% classroom for the Spring term if I’ve already reported Fall?

Yes! This capability is now available. However, cancellations are not instantaneous. If the 30 day period for an ADA 
Accommodation response has passed, the Spring term will be cancelled that evening. If it has not passed, both the newly and 
previously reported terms will be cancelled when the date has passed.
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Credit Reporting

What are the credit fields?

Effective with the 2013-14 academic year, PHEAA is requiring the number of attempted credits for each term online and in-
classroom. Please reference the 2013-14 State Grant Certification Procedures. Separate training materials are available on 
pheaa.org/training.

Cost Overrides (Different Educational Costs) and Adjustments

Can I report differential costs that are more than 25% greater through the Partner Interface?

The Partner Interface Cost Override section will only accept figures where the costs are more than 25% lower. You may report 
costs that are more than 25% greater through a Special Request if the Certification Procedures for the year you are reporting 
indicate those differentials are acceptable.

Why can’t I see the full description of a code?

If you click on a drop down box, the code and its meaning will display. After a selection is made, the view of the entire 
description is truncated due to space limitations.

During selection:

After selection:

http://www.pheaa.org/partner-access/training/index.shtml?src=mURL
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Miscellaneous Update Questions

Why are certain updates unavailable (‘greyed out’)?

There are several reasons why certain update sections would not be available.

Time of Year – The time of year and the academic period both play a role in whether or not an update can be submitted. For 
example, certain updates are not available until actual need is processed in May. The schools’ ability to update records closes 
annually on June 30 following the academic year. Certification Procedures request that schools reconcile by June 1.

Upfront Validation – The Partner Interface considers that status of the student’s record when determining what types of updates 
are available. For example, if the student’s record is incomplete or ineligible, you cannot submit a cancellation since there is no 
award. Therefore, the Cancellation/Reinstatement section would appear grey.

Will there be an option to indicate ‘full year’ instead of choosing terms separately?

Through school observations and early discussions, it was determined that a separate full year indicator would not be 
incorporated into the Partner Interface design. 

How do I change a student to my school?

The ‘Request Primary School Change’ feature has been added to the Home page of Alec. This function replaces the mainframe 
transaction FG5T. Please refer to the Partner Interface User Guide for steps on using this function.
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I work for a Nursing School, can I update the year in school?

Nursing schools can update Academic Level which is found in the School Information section.

What is the timing of changes?

Updates are immediate when successful unless submitted through a Special Request. Updates noted as ‘Successful-Pending’ 
are those where PHEAA immediately accepts the data into the record but does not immediately recalculate the student’s 
eligibility. This is due to a pending review by PHEAA. 

Can students see these changes in Account Access?

The Partner Interface reporting tool did not change the students’ view in Account Access. Successful changes and real-time 
results have been and continue to be available to the students.

How do I add a Comment (‘School Note’)?

Your school must be a primary school choice. You may add a comment when updating a single student record or by selecting 
‘Add Another Note’ on the School Notes tab.

Mass Updates

Why can I only submit 100 records at one time?

The mass update queue limit is technical. The Partner Interface tool does not replace the existing Certification Transmission 
process.

If you are interested in submitting updates to PHEAA in larger quantities:

•	 Review the technical layouts, available in the Document Library, with your Information Technology staff

•	 Contact us at 800.443.0646, option 4 
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What are some examples of why an update is unsuccessful?

The Partner Interface performs upfront validation on records and generally does not allow an ‘Add’ of a record that will fail to 
process. However, there are some scenarios where the result can be unsuccessful. A few examples include:

Example 1: The student is ineligible for Academic Progress and the school user adds the record to a ‘Cancel/Reinstate’ Update 
Type queue. The student record will be permitted to be added to the queue since Academic Progress is a valid choice. However, 
if the school user attempts to Cancel or Reinstate for another reason such as ‘not enrolled’, the record will be processed and 
the result will show as ‘unsuccessful’.

Example 2: The Mass Update queue was created and not processed. For example, a student was added to the mass update 
queue with the intention of cancelling for ‘not enrolled’. In the meantime, PHEAA staff cancelled the award for not enrolled. The 
Financial Aid Administrator then decides to process the queue. Because the student was already cancelled, the result will be 
unsuccessful. 

After a mass update queue is processed, how are the records sorted?

The records are not sorted in any particular order. You may export your results to Excel and sort to suit your needs.

Why doesn’t mass update display the total count of records processed?

This inquiry has been taken into consideration for future development enhancements. In the interim, you may export your 
results to Excel and retrieve counts through Excel functions.

Why does the export to Excel place first and last name in one column?

The export was designed to place the name in one column. This may be a pain point for some users and will be taken into 
consideration for future development enhancements.

Can I certify my roster through the Partner Interface?

Disbursement functions such as certifying a roster are not currently part of the Partner Interface. If you want to certify online 
you may do so through the online form located in the Document Library in Alec. This Document Library page is accessible from 
the Alec home page and drop down menu.
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Student Listings from Dashboard 
How often is the Dashboard refreshed?

Effective October 2013, the Dashboard refreshes instantly.

Isn’t the Dashboard just recent updates?

In addition to recent updates, the Dashboard also provides access to all State Grant records. Lists of students are accessible by 
selecting a record status or ‘all’. Users may narrow lists down by adding filters. Please refer to the Partner Interface User Guide 
for more information.

Are these lists the same as GPAD or GAPS reports found in the PageCenter report repository?

The Student Listings accessible from the Dashboard are not the equivalent of any State Grant reports. These reports only 
provide lists of students where a recent update has been made.

Can I sort the student list on the display?

This is not a current feature. This inquiry will be taken into consideration for future development enhancements.

When I select a student from a listing, can I toggle between years?

When users access records via the Student Listing, the academic year/period is locked down and provides the ability to cycle 
through all records in the list. If the user is on a student record that was accessed via the listing and wants to review the prior 
year, the SSN must be copied and pasted into the search field.

Miscellaneous
How many years back can data be viewed? 

The Partner Interface will display detailed student data on the tabbed information back through 2007-08. Any data prior to that 
will display on the Eligibility Record (student history; formerly FG0B).

When will the FG3S disbursement display and other college-related data be added to the Interface?

PHEAA recognizes the need to convert more data to the Interface for ‘one-stop shopping’. Many requirements are still on the 
development wish-list. Your support and continued use of the Interface will help us evaluate what enhancements take priority. 

What is the targeted time frame to remove mainframe (a.k.a. ‘green screen) transactions such as FG0B, FG59, etc.?

PHEAA has not established a date to remove mainframe access. We will continue to evaluate the need for these transactions as 
further development of the Partner Interface occurs.
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