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Introduction

The Grants Partner Interface is a Web portal that allows school users to manage Pennsylvania
State grant student records on the Web. 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.

For information about using the Grants Partner Interface for the Ready to Succeed Scholarship
(RTSS) program, see the user guide WB0139-School Portal Ready-to-Succeed Scholarship
Partner Interface User Guide PHEAA. For information about using the Grants Partner Inter-
face for the Distance Education Pilot Program for years 2017-18 and prior, refer to user guide
WB0138-School Portal Distance Education Partner Interface User Guide PHEAA.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 5
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Accessing the Grants Partner Interface

. —
a@l“’ hitps://pariness assuccess.org/B2BAuth/loginhtir © ~ =5 || 5 PHEAL: One of the Natien'.. * | l B e S——— e A

File Edit View Favorites Tools Help

Anout Us

-
P'-’eaa )) Funding Opportunities  CollegePlanning ~ Tools  Partner Access

Invested in You.

WHO IS PHEAA

The PA State Grant Program

1 2

Prepare Apply/Renew

Oy Yy
( wewpeTans ) [ wvewpetais )
A g . 4

9% £ Free Hotmail &) OC--WebConnect £ OnelINK ] PageCenter Web Access #f Pathways £ Suggested Sites » & Web Slice Gallery = &% Welcome to Pathways (2) ## Welcome to Pathways

Agrant s a type of financial aid award that you don't need to repay. as long as you meet all of the eligibility requirements. > LEARN MORE

3

After You Apply/Renew

oy
( vewoperans )
A S

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

B2BAuth/login.htm

2. Press Enter.
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The Login screen displays.

Contact Us

Alec
~

Welcome Monday, March 25, 2019
=8> THE FINANCIAL AID KNOW-TT-ATL

Login

In order to continue, please enter a valid User Id and Password

Tl —
s [

|. Sign In |

- Eorgot your password?
= Create an Account

Contact Us | P Pol T

onta | Privacy Policy | Te American
Education
Services

Copyright © 2007-2019 Pe: er Education Assistance Agency. All Rights Reserved.

3. Inthe User Id field, enter a valid, PHEAA-assigned ID.
4. In the Password ficld, enter a valid RACF password.

5. Click the Sign In button.

NOTE: Links are available for password help and to take the school user to the Business Part-
ner Access Management System (BPAMS) to request and approve access.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 7
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The Welcome to AES School Portal page displays.

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

Contact Us

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

-U THE FINANCIAL AID KNOW-IT-ALL

Welcome to AES School Portal

You are accessing AES School Portal in the Standard View. f 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 supervisors may give law enforcement officials any potential evidence of crime, fraud, or employee
misconduct found on this and all connected computer systems. Furthermore, law enfarcement 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 CONSENT, PLEASE CLOSE THE WINDOW TO EXIT AES SCHOOL PORTAL. IF YOU AGREE TO ALL THE CONDITIONS ABOVE, PLEASE
PRESS YES, | AGREE.

No, | Do Not Agree ‘ ‘ Yes, | Agree

Contact Us | Privacy Policy | Terms of Use

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

6. Click the Yes, | Agree to continue button.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 8
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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.

ContactUs xR LEeT:S

Alec Welcome, James Smith - Friday, May 24 3013
=
- THE FINANCIAL AID KNOW-IT-ALL

Welcome to AES School Portal

n 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 token device and enter the & digit code that appears.
e ™
e s = -
Idon't have my Token with me. Validation &
1D Protection

Contact Us | Privacy Palicy | Terms of Use

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

7. Refresh the token device.

8. Inthe 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 tempo-
rary security code.

9. Click the Submit button.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 -9
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The Application Selection screen displays.

£ YourAccount v  ContactUs  [JEDOTeld
Alec

‘Welcome, JANE USERNAME - Monday, March 25 2013
- THE FINANCIAL AID ENOW-IT-ALL

= Application Selection Please choose from the options provided below:

REMOTE CLIENT VIEW REPORTS CONSUMER
SERVICES Page Center PORTAL
Loan Management Software In-house view

SCHOOL PORTAL WEB TABLE

Alec for Schools MAINTENANCE

10. Click the SCHOOL PORTAL Alec for Schools application.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 10
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The Alec school portal displays.

lSearch Grants jl SSN or Last Name E

Alec

THE FINANCIAL AID ENOW-IT-ALL

Home State Grants « Loan Processing + Reporis & Files

State Grants

0 View State Grants Dashboard © View My Exports
Standard Lists and Worklists View Exported Student Lists

© Create Mass Update Queue © View Weekly Update and Roster
Create Mass Update Queue Download from PageCenter

© State Grant Education Costs Q State Grant Disbursement Certification
Education Cost Form Disbursement Certification Form

© Request Primary School Change
Change Primary School in Student Record

Loan Processing

© View Students AES Accounts
Account Access

Q Direct Access to the AES System
OC/\Webconnect

Reports & Files

© Standard Reports © Send & Receive Files
Page Center Sterling File Gatewvay (Beta)

© Loan Entrance/Exit Counseling
Loan Counseling Reports

Home | State Grants | Loan Processing | Reports & Files

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

‘Welcome, JohnSmith - Friday, June 12, 2015

£% YourAccount ¥  ContactUs  [L<NEGGIT

Messages

There are currently no messages

Alerts (Notifications)
Q) You have na alerts

View My Exporis

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
SENices

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 to
assist student loan borrowers with managing debt.

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

EDUCATIONPLANNERE

Access a one-stop career and college planning site.

American
Education

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 11
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Search for Students in the State Grant System

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

lSearch Grants jl SSN or Last Name E £ YourAccount ¥  Contact Us & Logout

Alec ‘Welcome, JohnSmith - Friday, June 12, 2015
P

'U THE FINANCIAL AID ENOW-IT-ALL
Home State Grants « Loan Processing + Reporis & Files

State Grants Messages

There are currently no messages

0 View State Grants Dashboard © View My Exports

Standard Lists and Worklists View Exported Student Lists
© Create Mass Update Queue O View Weekly Update and Roster Alerts (N0t|ﬂcat|0n5)

Create Mass Update Queue Download from PageCenter

You have no alerts

© State Grant Education Costs Q State Grant Disbursement Certification 0

Education Cost Form Disbursement Certification Form

View My Exporis

© Request Primary School Change

Change Primary School in Student Record =

germEy Order Materials

Program Materials
1 Order loan processing forms, brochures & guides for
LOan P rocessin g students, or deferment and discharge forms.
© View Students AES Accounts
Account Access

Training & Publications
Q Direct Access to the AES System g

Cnhebcennect Training Event Schedule
iew upcoming fraining opportunities offered by AES.
Reports & Files Document Library
iew documentation on products, systems, and
- services
© Standard Reports © Send & Receive Files
Page Center Sterling File Gateway (Beta) LoanNotes
Access AES publications on FFELP news.
© Loan Entrance/Exit Counseling Commeon Manual
Loan Counseling Reports 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.

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

EDUCATIONPLANNERE

Access g one-stop career and college planning site.

Home | State Grants | Loan Processing | Reports & Files

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

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, click the down arrow in the first search
field and click Search Grants.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 12
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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 charac-
ters of the student’s last name followed by an asterisk (*).

3. Click the Search button.

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 2019 Confidential/Proprietary Information - PHEAA WB0123 - 13
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PHEad )

The student’s Eligibility Summary displays if the user searched by account ID or SSN and the
most recent record for the student is prior to the 2007-08 academic year.

oo E

Alec
A~

" THE FINANCIAL AID KNOW-IT-ALL

£ Your Account ¥

[+ CE{VER € Log Out

Welcome, JAMES SMITH- Tuesday. April 26, 2016

Home | StateGrants v  LoanProcessing v

Eligibility Summary: James Student

ACCT#

Reports & Files

SSN 123456780 1234567890 56 Award Counter (Grand Total) 4

Last Update: 02/07/2009 Last User FGXP5

Halftime:

School Name (OE Code):

Program of Study:

0012340001
College Name

Bachelor's Degres (All

Bachelor's Degree (All Other

Term Records 1998 - 1999 Fall 1998 - 1999 Winter 1998 - 1999 Spring 1998 - 1999 Academic
Total
No No No

0012340001
College Name

Bachelor's Degree (All Other

Other Majors) Majors) Majors)
SG Actual Award/Reject. | $1,450 $1,450 $2,900
SG Remedial Exception: 00
SG Award Counters: | 0.5 00 05 1.0
$G Academic Level: | 1- First Academic Year 1 - First Academic Year
Caneellation Reason:
Adjustment Reason:
PHEAA EFC:
High School Graduate: | Yes Yes Yes

" 1998-1999
Period Records sl You

Application Filed: | Yes
Total Family Contribution: | 0
High School Grad Year: 1998
Veteran Status: No

Financial Independent Status: | No

Inactivation Reason:

Home | State Grants | Loan Processing | Reports & Files
American
- Education
< “a~d Services

Alec

Contact Us | Privacy Policy | Terms of Use
Copyright © 2007-2016 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

See View Eligibility Record for more information about the Eligibility Record.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 14
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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 more than one
student exists with that name.

Welcome, JAMES SMITH - Thursday, October 23, 2014

Alec
NN
U‘ THE FINANCIAL AID KNOW-IT-ALL

Home | StsleGranis v LoanProcessing | Reporls &Files »

Search Results for: student

Displaying 1 - 4 out of 4 Results

| Al Perinds -]

Action Student Name SSN Account # DIo/B Address City State
View STUDENT, 001010005 123456789 1200 NORTH MAIN HARRISBURG PA
Account ABBY STREET

View STUDENT, 001010008 123456789 1200 NORTH MAIN HARRISBURG PA
Account BETSY STREET

View STUDENT 001010004 123456789 1200 NORTH MAIN HARRISBURG PA
Account CAROL STREET

View STUDENT 001010007 123456789 1200 NORTH MAIN HARRISBURG PA
Account DAVID STREET

Education

Contact Us | Privacy Policy | Terms of Use
o~ Services

Home | State Grants | Loan Processing | Reports & Files Alec ‘ i

Copyright © 2007-2014 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

phezalan. pheaa.org
Internet access

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 field.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 15
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The Student Record page displays. This page displays when a user selects a student from the
search results or searches for a student by account ID or SSN and the most recent record for the

student is after the 2007-08 academic year.

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 November.

| Y

Alec
—~
“%_J | THE FINANCIAL AID KNOW-IT-ALL

Home Siate Grants v | View Students AES Accounts

(=AU € Log Out

- Wednesday, March 7, 2018

£¥ Your Account ¥

Welcome, JANE USER

‘ Record 1

of 4 Student Records Next Record > | |

< Back to Student Listing

Student Record: John Student @ VIEW ELIGIBILITY FOR STUDENT

State Grant Information for: 99999997-01 Pheaa Quarter University

Pheaa Quarter University

Program of Study: Bachelor's Degree (All Other

Majors)
Award Date: 03/07/2018
Housing Status: Off Campus

Enroliment Status: Full Time Student

Enroliment Mode: 100% classroom instruction

Award/Reject: $1.138
Alternate Award (AA) $569
Enroliment Status for AA: Part-Time
Remedial Exception:
Award Counters: 0.33
Award Type: Processed

Cancellation Reason:
School Adjustment Reason:
PHEAA Adjustment Reason:

Academic Level: 3 - Third Academic Year

Total College Cost: $20.500
PHEAA Estimated Pell: 2970
PHEAA EFC 2978

Special Request - Select Action - A

Prior Name(s):

SSN: 123456789 ACCT# 1111111111 SG Award Counter (Grand Total) 375

2018-2019 ACADEMICl Record Status: Complete Last Update: 03/07/2018 School Status: Primary @

Dependency Status: Financially Independent Last User: 000000 Received Date: 111812017
State Grant Eligibility Fall:  $1,138 Winter: $1,138 Spring: §1,138
J Award Information ” School Notes | ‘ Activity Log | ‘ Application Info

Student Information

Address: Formuladetermination Phone: (717) 5551111 Email: test@pheaa.org H.S. Graduation 2010

City, PA 12345
Grant Information
Academic Year
Fall Winter Spring Total
School Name (OE Code): 99999997-01 99999997-01 99999997-01

Pheaa Quarter University Pheaa Quarter University

Bachelor's Degree (All Other Bachelor's Degree (All Other

Majors) Majors)
03/07/2018 03/07/2018
Off Campus Off Campus

Full Time Student Full Time Student

100% classroom instruction 100% classroom instruction

§1,138 $1,138 §3.414
5569 $569 §1,707
Part-Time Part-Time

0.0
033 0.34 1
Processed Processed

3 - Third Academic Year 3 - Third Academic Year

§20.500 $20.500
2970 2970
2978 2978

Record 1 of 4 Student Records.

Next Record » | |

April 2019

Confidential/Proprietary Information - PHEAA
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View Student Records

The Student Record displays student, school and grant information for the academic year
selected. School users may view students for which their school is listed as the primary on the
Free Application for Federal Student Aid (FAFSA). For academic years prior to 2016-17, school
users may view students for which their school is listed as the secondary in choices 2 through 10.

-Seathmms |VI55" or Account No IQ 2% Your Account ¥  ContactUs [ EGLelTS

Alec Welcome. SOME PERSOH - Monday, April 1. 2018

THE FINANCIAL AID KNOW-TT-ALL
Home State Grants + | View Students AES Accounts
State Grant Information for: 0000000001 COLLEGE UMINVERSITY

Student Record: Stewart Student o veweuesLTy For sTupent

Special Request - Select Action - -
Frior Mama(s):
SSM: 123-45-6789 AccT= 11-1111-1111 SG Award Counter (Grand Total): 1 RTSE Award Counter (Grand Total): 0
2019-2020 ACADEMIC Record Status: Complete Last Update: 04/0172015 School Status: Primary @
Dependancy Status: Veteran Last User: FOO0000 Received Date: 10/01/2018
State Grant Eligibility Fall:  $1,754 Spring: $1,754
J Award Information ” Award Variations ” School Motes ” Activity Log ” Application Info
Student Information
Address: 1200 N 7th Street Phone: [F17)555-1234 Emasil: nobody@pheaa._org H.S. Graduation: 2018
Harrisburg, PA 17102
Grant Information
Academic Year
Fall Winter Spring Total

School Name (OE Code): 0o0o0ooo-01 00000000-01

COLLEGE COLLEGE
UNIERSITY UNIVERSITY
Program of Study: Bachelor's Degree (All Other Bschelor's Degree (All Other
Msjors) Msjors)
Award Date: 03/08/2018 02/08/2018
Housing Status: Dormitory Dormitary
Enrollment Status: Full Time Student Full Time Student
Enrollment Mode: 100% classroom instruction 100% clsssroom instruction
AwardiReject: 51.754 31.754 53,508
Alternats Award (AA) s877 87T 51.754
Enrollment Status for AA: Part-Time Part-Time
Remedial Exception: 0.0
Award Counters: 0.5 0.5 1
Award Type: Processed Processsd

Cancellation Reason:
School Adjustment Reason:

PHEAA Adjustment Reason:

Academic Level: 1 - First Academic Year 1 - First Academic Year
Total College Cost: 517.634 317.684
PHEAA Estimated Pell: 81as5 B185
PHEAA EFC o o

Home | State Grants | View Students AES Accounts
Contact Us | Privacy Policy | Terms of Use

Copyright © 2007-2019 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.
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1. To view a different student record, enter an SSN or other search criteria in the search field and
click the Search icon, or click the Back to Search Results link to return to the search
results listing to select another student.

The following information displays at the top of the student record.

The State Grant Information for field displays the eight-digit federal school code assigned by

the Department of Education and the two-character suffix assigned by PHEAA, followed by the

school’s name.

The Student Record field displays the name of the student.

The Prior Name(s) field displays the student’s prior names.

The SSN field displays the student’s nine-digit Social Security number.

The ACCT# field displays the student’s 10-digit account number.

The SG Award Counter (Grand Total) field displays the total number of terms for all years
for which the student has received a State Grant award.

2. To view the student’s eligibility record, click the VIEW ELIGIBILITY FOR STUDENT link.
See View Eligibility Record for more information.

3. Click the down arrow for Select Action and select Update Record, Cancel or Rein-
state, Cost Override or Award Adjustment from the drop-down list. See Update Student
Record for step-by-step instructions.

4. To submit a special request, click the Special Request button. See Submit Special Request
for step-by-step instructions.

5. To sort a student’s records by academic year, click the down arrow and select the academic
year.

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.

The following State Grant record fields display for the year and period this is selected in the drop-
down list.

The Record Status ficld displays Complete, Incomplete, Not Screened or This is an
Inactive Record to indicate the status of the record.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 18
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The Last Update field displays the date the student’s record was last updated.

The School Status field displays Primary if the student has listed the school as his or her first

choice in any term. For academic years prior to 2016-17, Secondary displays if the student
listed the school as choice 2 through 10 on the FAFSA.

NOTE: A Help icon displays to the right of the field. Click the icon to display additional
information about the school status.

The Dependency Status field displays Dependent, Financially Independent or Veteran,
indicating the student’s dependency status.

The Last User field displays the ID of the user or program that last updated the student’s State
Grant record.

The Received Date field displays the State Grant filing date, which is the date the FAFSA was
received.

The State Grant Eligibility field displays the student’s State Grant award amount for the Fall,
Winter and Spring terms.

An informational box, not shown, may display above the tabs depending on the status of the State

Grant record. The following informational messages may display:

» Update Error displays when there is a data entry error in the State Grant record. Click the
arrow to expand the box and display the message that these errors must be corrected by
PHEAA.

* Under Review For displays where there is a PHEAA-correctable hold in the State Grant
record. Click the arrow to expand the box and display the specific reasons why the record is
under review, such as Financial Independence Status or Interest and Dividend
Review.

« Special Edit displays when the State Grant record has had an automated letter sent to the
student. Click the arrow to expand the box and display the review reason, such as Domicile,
Veteran Status or Crime.

» Special Messages displays important information regarding the status of the student’s
record. Click the arrow to expand the box and display messages such as PHEAA Collectible
information or Income Validation review status.

Additional student and grant information displays on the following tabs.
* Award Variations

* Award Information

» School Notes

» Activity Log
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* Application Info

NOTE: The Award Variations tab only displays if the Distance Education award adjust-
ment factor is being applied for the academic year or summer session selected.

NOTE: School users can print the Student Record and the selected tab on one page. On the
Web browser, select File then Print Preview. Reduce the print size to 60%—or 50% for the
Application Info tab—then select Print.

NOTE: The Ready to Succeed tab also displays for the student if the school is participat-
ing in the Ready to Succeed Scholarship program and the student record for the RTSS pro-
gram has been updated by the school to disqualify the record, add the Grade Point Average
(GPA) or add the academic level. Refer to the user guide WB0139-School Portal Ready-to-
Succeed Scholarship Partner Interface_User Guide PHEAA for more information.
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Award Variations

The Award Variations tab displays if the Distance Education award adjustment factor is being

applied for the academic year or summer session selected.

|v|55‘1 or Account No

=8

£} YourAccount ¥  ContactUs
Alec Welcome, SOME PERSON - Mondsy. April 1. 2018
THE FINANCIAL AID KNOW-IT-ALL
Home | StsteGrants v | View Students AES Accounts
State Grant Information for: 000000001 COLLEGE UNIVERSITY
Student Record: Stewart Student o vew=zuesLT For sTupbENT
Special Request - Select Action - -
Prior Mame(s):
SSM: 123-45-6789 ACCT# 11-1111-1111 5G Award Counter (Grand Total): 1 RTSS Award Counter (Grand Totsl: 0
2019-2020 ACADEMIC Record Status: Complete Last Update: 04/01/2019 School Status: Primary @
Depandency Status: Weteran Last User: FOO0000 Received Date: 10/01/2018
State Grant Eligibility Fall:  $1,754 Spring: §1,754
J Award Information ” Award Varistions ” School Notes ” Activity Log ” Application Infa
Student Information
Address: 1200 N Tth Street Phone: [F17)555-1234 Email: 1y org H.5. G 2018
Harrisburg, PA 17102
Grant Information
Academic Year
Fall Winter Spring Total
Enrollment Mode 1 31,754 51,754 $3.508
Award/Reject:
Enrollment Mode 2 51.800 51.600 53.200
Award/Reject:
Enrollment Mode 3 51,400 51.400 52,800
Award/Reject:
Enrollment Mode 4 31.200 31.200 52,400
Award/Reject:
Home | State Grants | View Students AES Accounts
American
Cantact Us | Privacy Policy | Terms of Use Edueation
Copyright © 2007-2019 Pennsylvania Higher Education Assistance Agency. All Rights Resarved.

The Award Variations tab displays the Enrollment Mode Award/Reject amounts for Fall, Win-

ter and Spring and the Academic Year Total.
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Award Information

The Award Information tab displays student and grant information in two sections: Student
Information and Grant Information. The information that displays is the same for the regular
academic award and for the summer award; however, the summer award information displays on
a separate record.

NOTE: This section displays what is available to the primary school user. Refer to Award
Information — Secondary School (2-10 College Choice) in Appendix C for more information
about what is available to the secondary school choice user for academic years prior to 2016-
17. Refer to Grant Information for Years Prior to 2018-19 in Appendix C for a description of
the Award Information tab for prior years.

J Aweard Informastion || School Motes. || Auctivity Log || Application Info

Student Information

Address: Formuladetermination Fhone: (717) 555-1111 Email: testi@pheaa.ong H.5. Graduation: i ]
City, PA 12345

Academic Year
Fall Winter Spring Total
School Mame (OE Code): ge0opsa7-01 oDgoneaT-01 ‘209D0007-M
Pheaa Quarier University Phesa Cuarter University Pheaa Quarter University
Program of Study: Bachedor's Degree (All Gther Bachelor's Degree (All Cther Bachelor's Degree (&l Other
Majors) Majors) Majors)
Award Date: 03072018 CEOTE0E O07/20E
Housing Status: Off Campus Off Campus Off Camnpus
Enrcliment Status: Full Time Student Full Time Student Half-time Student
Enrollment Mode: 100% classroom instruction 100% classroom instruction 100% classroom instruction
AwardiReject: 51,133 $1,128 B560 E2.245
Alternate Award {AA) S500 588 1,138 52,278
Enroliment Status for AA: Part-Time Pari-Time Full-Tim=
Remedial Exception: 0.0
Award Counters: 0.3 023 [ Iy .83
Award Type: Frocessed FProcessed Process=d

Cancellation Reason:
School Adjustment Reason:

PHEAA Adjustment Reason:

Academic Level: 3 - Third Academic Year 2 - Third Academic Year 3 - Third Academic Year
Total College Cost: 520,500 $20.500 EI0,500
PHEAA Estimated Pell: 2870 2870 2070
FHEAA EFC a7 2a7e 2078

| Record 1 of 1 Student Records. |

The Student Information section displays information about the student for the most recent
academic year application on file or the selected academic year if a different one was selected.
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The Address field displays the student’s home address.

The Phone field displays the student’s home telephone number.
The Email field displays the student’s email address.
The H.S. Graduation field displays the year the student graduated from high school.

The Grant Information section displays information about the student’s grant for each term and
the total for the most recent academic year or the selected academic year if a different one was
selected.

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

The Program of Study field displays the student’s program of study.
The Award Date ficld displays the date the State Grant was awarded.

The Housing Status ficld displays the student’s housing status.

The Enroliment Status field displays the student’s enrollment status.

The Enrollment Mode field displays the student’s percentage of classroom or distance educa-
tion instruction.

The Award/Reject field displays the award amount for each term and the total for the academic
year, if applicable. A reject reason displays if no award was granted. For the newest academic
year, from approximately November through late April, (EST) displays after the award amount to
indicate estimated eligibility for the primary school.

The Alternate Award (AA) field displays the student’s award amount if enrollment was
changed. If the enrollment is full-time, this field displays part-time award amount and vice versa.
This field remains blank if there is a reject or if the award amount cannot be calculated. For exam-
ple, if the Alternate Award results in no financial need when the student is part-time due to mini-
mum allowable awards, this field remains blank.

The Enrollment Status for AA field displays the enrollment status for the Alternate Award
field.

The Remedial Exception ficld displays an academic year award counter total of terms where a
remedial exception was applied.
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The Award Counters field displays the decimal equivalent of the State Grant award for the
term. For example, a part-time semester award equals .25; a part-time quarter award equals .16 or
17.

The Award Type field displays Adjusted if the award was adjusted or Cancellation if the
award was canceled. Otherwise, it displays Processed.

The Cancellation Reason ficld displays the reason the award was canceled.

The School Adjustment Reason field displays Student Withdrawal from Institution or
Award Adjusted due to Other Gift Aid, indicating the reason the school adjusted the award.

The PHEAA Adjustment Reason field displays Award Adjusted due to Collection
Case if there is a PHEAA Collectible. If the reason was due to a 5 Year Co-op Program, Award
Adjusted due to 5th Yr in Co-op Program displays. Otherwise, Staff Input displays if
PHEAA adjusted the award for another reason.

The Academic Level field displays the student’s year in school.

The Total College Cost ficld displays the total PHEA A-approved college costs for each term
and the total for the academic year.

The PHEAA Estimated Pell ficld displays the student’s estimated PHEAA Pell award for each
term and the total for the academic year.

The PHEAA EFC field displays the student’s Expected Family Contribution for each term and
the total for the academic year as calculated by PHEAA.

NOTE: To print the Student Record and the Award Information tab on one page, click File
then Print Preview on the Web browser. Reduce the print size to 60% then select Print.
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School Notes

The School Notes tab displays a history of comments added by the school. These comments are
entered by the school for informational purposes only. Comments are intended for internal use by
the school, are not visible to other schools, and are not readily viewable to PHEAA staff.

Award Information | School Notes Activity Lag | Application Info

School Notes Add Another MNote  [C] Display Notes for All Years

Comment Date

TEST TESTUSERO04 2013-2014 11/01/2013 This is a test.
ALECCG04

TEST TESTUSERO4 2013-2014 11/01/2013 Review other aid once PHEAA returns call.
ALECCG04

TEST TESTUSERO4 2013-2014 11/01/2013 MNeed to call this student.
ALECCG04

The User Name/ID field displays the name and ID of the user who added the comment.

The Period field displays the academic year or summer term for which the comment was added.
The Comment Date field display the date the comment was added.

The Comment field displays the comment entered by the school user for informational purposes.
1. To display notes for all academic years, check Display Notes for All Years.

2. To view additional comments if more than 15 comments exist, click the down arrow in the

Page ficld, not shown, and select a page number from the drop-down list, or click the left and
right arrows, not shown, to scroll through the pages.

3. To add a note, click the Add Another Note link.

NOTE: To print the Student Record and the School Notes tab on one page, click File then
Print Preview on the Web browser. Reduce the print size to 60% then select Print.
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The School Notes comment box displays to add another note. It indicates the academic year for
which the comment will be added. The academic year was selected when the user selected the
record to view.

School Notes for: 2013 - 2014 ACADEMIC

School Notes will not be reviewed by PHEAA

2dd comments for this update.

4. Enter a comment in the School Notes text box.

5. Click the Submit button to submit the comment, or click the Cancel button to close the
School Notes box without saving the comment.
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Activity Log

The Activity Log tab displays all activity and correspondence that occurs on the account. It can-
not be updated by the school user.

] Agard Information ” Schonl Motes H Activity Log H Application Info ‘
Activity Log [7] Display Activity for All Years
Activity Close Contact
Activity Type Period Description Date Date Description User
> Form 2013- SPECIAL REQUEST-DISBURSED BUT 11/01/2013 From FAA TEST USER
2014 NO ELIGIBILITY-PARTNER INTERFA
4 Telephone 2013- STATE GRANT SCHOOL RELATED 11/01/2013 11/01/2013 From FAA TEST
Call 2014 TELEPHOMNE CALL REGARDING TESTUSER04
STUDENT
» IVR Call 2013- GRANTS IVR INQUIRY 10/28/2013 10/28/2013 System System Update
2014 Generated
Miscellaneous 2013- MISCELLANEQUS INFORMATION 06/12/2013 06/12/2013 To Grants TEST
2014 TESTUSERO04
H | State Grants | Loan Processing | Reports & Files i
ome | State Grants | Loan Processing | Repo iles Alos s
Contact Us | Privacy Policy | Terms of Use — Education
Copyright © 2007-2013 Pennsylvania Higher Education Assistance Agency. All Rights Reserved. ; p 2 "+~d Services

The Activity Type field displays the type of activity or correspondence that occurred on the
account, such as email or telephone call.

The Period field displays the academic year or summer term for which the activity was added.
The Description ficld displays a description of the activity.
The Activity Date field displays the date the activity occurred on the account.

The Close Date ficld displays the date the activity was closed or resolved. If the field is blank,
the request for action is still pending.

The Contact Description ficld displays the person to whom the activity was directed.

The User field displays the name of the user who logged the activity.

1. To view additional activity records if more than 15 activities exist, click the down arrow in the
Page ficld, not shown, and select a page number from the drop-down list, or click the left and
right arrows, not shown, to scroll through the pages.

2. To display activity for all years, check Display Activity for All Years.

3. If additional activity comments are available, an arrow will display to the left of the activity.
Click the arrow to expand or collapse activity records.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 27




Web Product Procedure

P ’-’eaaj School Portal State Grant Partner Interface

NOTE: To print the Student Record and the Activity Log on one page, click File then Print
Preview on the Web browser. Reduce the print size to 60% then select Print.
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Application Info

The Application Info tab displays the application information which correlates to the Status
Notice Items displayed on pages 2 through 4 of the State Grant record and to all questions asked
on a paper Status Notice. Some of this information may be populated by submission of the
FAFSA or State Grant Form (SGF). If the application is incomplete, a red dot displays on the
Application Info tab and the following message displays on the screen: Information is
incomplete. Required fields are highlighted below. Otherwise, the following message
displays: The information displayed is the most recent information entered in the
Status Notice Application.

‘ Award Information H Schoal Notes H Activity Log H Application Info ‘

Application Info

The information displayed is the most recent information entered in the Status Motice Application.
1. Date of Birth: 05/17/1984
2. State of Legal Residence: PA
3. Residency Established:
4. Current Marital Status: Unmarried/Single
5. Bachelor's Degree Before 7/1 of Application Year: ~ No
6. High School Diploma or GED Date: 06/2005
7. High School State or GED: PA
8A. Veteran of the U.S. Armed Forces: No
8B. Month/Year of Discharge:
9. Number of Family Members: 1
10. Number of College Students: 0 -
11. Tax Return Filed: Have Filed -
12. Type of Tax Return: 1040 EZ/A
13. Total Number of Exemptions: 1
14. Adjusted Gross Income: 57,644
15. Income of Student/Father/Parent 1: §7,644
15A. Income of Spouse/Mother/Parent 2:
20. Income Tax Paid: 5264
21. Investment Net Worth: 50
21A. PA Treasury 529 College Savings Program: 50
22. Business Farm Net Worth: 50
23. Cash/Savings/Checking: 412
24, Student Resides With: Both Parents
25. Employment Status of Father/ Stepparent/Parent 1:
26. Employment Status of Mother/ Stepparent/Parent 2:
27. Student's Employment Status:  Employed by Another
28. Spouse's Employment Status:
29. SSN of Father/StepparentiParent 1:
30. SSN of Mother/ Stepparent/Parent 2:
31. Spouse’s SSN: 123-45-6789
32. Schoel Attending (First Choice): Refer to Award Info Tab
33. Student's Housing Status: Refer to Award Info Tab
34. Student's Enrollment Status: Refer to Award Info Tab
35. Student's Year in School: Refer to Award Info Tab

36. Student's Program of Study: Refer to Award Info Tab

31. Signature: Student and Parent
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The following demographic and academic information is populated in the Student and Par-
ent(s) columns if the student is a dependent student. If the student is independent or a veteran,
only the Student column is populated.

The Date of Birth ficld displays the student’s date of birth.

The State of Legal Residence ficld displays the student’s state of legal residence. The parent’s
information displays in the Parents column if the student is a dependent.

The Residency Established ficld displays the date the student’s residency was established.
The parent’s information displays in the Parents column if the student is a dependent.

The Current Marital Status field displays the student’s marital status. The parent’s information
displays in the Parents column if the student is a dependent.

The Bachelor’s Degree Before 7/1 of Application Year ficld displays Yes or No, indicat-
ing whether the student has received a bachelor’s degree before July 1 of the application year.

The High School Diploma or GED Date field displays the date the student received his or her
high school diploma or GED.

The High School State or GED ficld displays the location of the high school from which the
student received his or her diploma. GED displays instead of the high school location if the stu-
dent received a General Equivalency Diploma.

The Veteran of the U.S. Armed Forces ficld displays Yes or No, indicating whether the stu-
dent is a veteran of the U.S. armed forces.

The Month/Year of Discharge ficld displays the month and year the student was discharged
from the U.S. armed forces.

The Number of Family Members ficld displays the number of family members in the stu-
dent’s household. The parent’s information displays in the Parents column if the student is a
dependent.

The Number of College Students ficld displays the number of college students in the stu-
dent’s household. The parent’s information displays in the Parents column if the student is a
dependent.

The following financial information is populated in the Student and Parent(s) columns if the
student is a dependent student. If the student is independent or a veteran, only the Student col-
umn is populated.
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The Tax Return Filed ficld displays the status of the tax return.

The Type of Tax Return field displays the IRS’ tax return form number.

The Total Number of Exemptions ficld displays the total number of exemptions from the tax
return.

The Adjusted Gross Income field displays the adjusted gross income from the tax return.
The Income of Student/Father/Parent 1 field displays the income for the student in the Stu-
dent column and the income for the student’s father or parent 1 in the Parent column if the stu-
dent is a dependent.

The Income of Spouse/Mother/Parent 2 ficld displays the income for the student’s spouse in
the Student column and the income for the student’s mother or parent 2 in the Parent column if
the student is a dependent.

The Income Tax Paid field displays the amount of income tax paid.

The Investment Net Worth field displays the new worth of investments.

The PA Treasury 529 College Savings Program ficld displays the Pennsylvania Treasury
529 College Savings Program value which was included in the Investment Net Worth field.

The Business Farm Net Worth field displays the net worth of a business farm.

The Cash/Savings/Checking field displays the balance of cash, savings and checking
accounts.

The Student Resides With field indicates with whom the student resides.

The Employment Status of Father/Stepparent/Parent 1 field displays the employment
status of the father, stepparent, or parent 1.

The Employment Status of Mother/Stepparent/Parent 2 field displays the employment
status of the mother, stepparent, or parent 2.

The Student’s Employment Status ficld displays the student’s employment status.
The Spouse’s Employment Status field displays the spouse’s employment status.

The SSN of Father/Stepparent/Parent 1 field displays the nine-digit Social Security number
of the father, stepparent, or parent 1.
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The SSN of Mother/Stepparent/Parent 2 ficld displays the nine-digit Social Security number
of the mother, stepparent, or parent 2.

The Spouse’s SSN field displays the spouse’s nine-digit Social Security Number.

The School Attending (First Choice), Student’s Housing Status, Student’s Enroll-
ment Status, Student’s Year in School, and the Student’s Program of Study fields dis-
play the student’s school information. The information is initially populated for the full year based
upon the application submission but is subject to change on a term-by-term basis at the request of
the student or school. These fields display Refer to Award Info Tab since they are stored at an
academic term and period level rather than a student and parent level. See Award Information and
Award Information — Secondary School (2-10 College Choice) for more information.

The Signature ficld indicates who provided a signature.

NOTE: To print the Student Record and the Application Info tab on one page, click File
then Print Preview on the Web browser. Reduce the print size to 50% then select Print.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 32




PHeaad)

Web Product Procedure

School Portal State Grant Partner Interface

View Eligibility Record
_%amhﬁmnﬁ

Alec
S

-U THE FINANCIAL AID KNOW-IT-ALL

~ 5

Welcome, JANE USER

Home Stale Granis ‘View Students AES Accounts

¥ Your Account w

© Log Out

- Wednesday, March 7, 20138

Contact Us

‘ Record 1 of 4 Student Records.

Next Record » ‘ |

« Back to Student Listing

Student Record: Fred Student © VIEW ELIGIBILITY FOR STUDENT

State Grant Information for: 99999997-01 Pheaa Quarter University

City, PA 12345

Grant Information

Special Request - Select Action - -

Prior Name(s):

SSN: 123-45-6789 ACCT# - 111111 SG Award Counter (Grand Total) 3.75
.2018-2019 ACADEMICl Record Status: Complete Last Update 03/07/2018 School Status: Primary @

Dependency Status: Financially Independent Last User: P491706 Received Date: 111812017
State Grant Eligibility Fal:  $1,138 Winter: $1,138 Spring: $1,138
J Award Information || School Notes || Activity Log || Application Info
Student Information
Address: Formuladetermination Phone: (717) 5551111 Email: test@pheaa.org H.S. Graduation: 2010

Fall

School Name (OE Code): 99999997-01

Winter

99999997-01

Spring

9999999701

Pheaa Quarter University Pheaa Quarter University Pheaa Quarter University
Program of Study: Bachelor's Degree (All Other Bachelor's Degree (All Other Bachelor's Degree (All Other
Majars) Maijors) Majors)
Award Date: 03/07/2018 03/07/2018 03/07/2018

Academic Year
Total

1. To view the student’s eligibility record, click the VIEW ELIGIBILITY FOR STUDENT link

on the student record.
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The Eligibility Summary displays.

NOTE: For examples of screens for academic year 2014-15 and prior years, refer to the Eligi-
bility Summary for Years 2014 and Prior section in Appendix C.

] [ o e e

Alec waicome, JANE USER - Wednesdsy, March 7, 2018

THE FINANCIAL AID KNOW-TT-ALL
Home | StateGrants = | View Students AES Accounts

| Record 1 of 1 Student Records |

« Back io Student Listing
El Ig ibil ity Summa ry: Fred Student 10 VIEW STUDENT RECORD

S8 12345 6789 AccT#  11-1111-1111 SG Award Counter (Grand Total): 3.58

Last Updste:  D2/07/2018 Last User 000000

Term Records 2017 Summer 2018 -2019 Fall | 2018-2019 2018 - 2019 2018 - 2019 2018 Summer
- - Winter Spring Academic
Total

Halftime: No Mo No ves Yes
School Name (O Codel: 0000000001 9990807 -01 99909007 -01 9990807 -01 0000000001
State College of Press Quarier Pheas Quarter Phess Quarier State College of
Town University University University Town
Program of Study: Bachelors Bachelor's Bacheiors Bachelor's
Degres (Al Dagrae (Al Degre= [All Dagree (Al
Other Msjors) Other Msjors) Cther Msjors) Other Msjors)
5G Actual Award/Reject: Pending 31,128 51,138 3568 52,345 580
SG Remedial Exception: 0o 0.0 oo
$G Award Counters: 05 0.33 0.33 07 0.83 0.25
RTSS Actual Award/Reject:
RT$5 Remedial Exception:
RTSS Counters: L]
5G Academic Level: 3 - Third 2~ Third 3 - Third 2 Third 3 - Third
“Yaar ic Year ic Year ic Yesr Academic Yasr
Cancellation Reason:
Adjustment Reason:
PHEAA EFC: za78 2078 273
High School Graduate: Yes vas Yes es Yes
Application Filed: Yes as Yes
Total Family Contribution:
RTSS Academic Level:
High School Grad Year: 2010 2010 2010
Veteran Status: No Mo Mo
Financial Independent Status: Yes es Yes
Inactivation Reason:

Home | State Grant= | Vi

Contact Us | Prive

ia Higher Education Assistance Agency. All Rights Reserved.

The Eligibility Summary displays a history of the student’s State Grant applications, award
counters, remedial term and other eligibility information. It displays eligibility information for
each term and for the academic year.

2. To view a different student record, enter an SSN or other search criteria in the search field and
click the Search icon, or click the Back to Search Results link to return to the search
results listing to select another student.
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The Eligibility Summary field displays the student’s name.

3. To return to the student record, the VIEW STUDENT RECORD link.
The SSN field displays the student’s nine-digit Social Security number.
The ACCT# field displays the student’s 10-digit account number.

The SG Award Counter (Grand Total) field displays the total of all State Grant award counters
that the student has received for all years.

The Last Update field displays the date the student’s eligibility record was last updated.
The Last User ficld displays the ID of the user who last updated the student’s eligibility record.
4. Click the left and right arrows to scroll through the eligibility records.

The Term Records section displays information for the fall, winter, spring and summer terms
and the academic year total, if appropriate.

The Halftime field displays Yes or No, indicating whether the student attendance was half-time.
The School Name (OE Code) ficld displays the eight-digit federal school code assigned by the
Department of Education and the two-character suffix assigned by PHEAA, followed by the
school’s name.

The Program of Study field displays the student’s program of study.

The SG Award/Reject field displays the award amount or a reject reason for each term, includ-
ing the summer, and a total for the academic year.

The SG Remedial Exception ficld displays the award counter for the terms during which the
student took developmental credits needed to meet the State Grant minimum enrollment require-
ment.

The SG Award Counters ficld displays the decimal equivalent of the State Grant award for the
term and a total for the academic year. For example, a part-time semester award equals .25.

The RTSS Award/Reject ficld displays the Ready to Succeed Scholarship award amount or a
reject reason for each term, including the summer, and a total for the academic year.
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The RTSS Remedial Exception field displays the award counter for the terms during which
the student took developmental credits needed to meet the State Grant minimum enrollment
requirement.

The RTSS Counters field displays the decimal equivalent of the Ready to Succeed Scholarship
award for the term and a total for the academic year. For example, a part-time semester award
equals .25.

The SG Academic Level ficld displays the student’s year in school for each term.

The Cancellation Reason ficld displays the reason the award was canceled.

The Adjustment Reason field displays the reason for the award adjustment.

The PHEAA EFC field displays the PHEAA-calculated Expected Family Contribution.

The High School Graduate field displays Yes or No, indicating whether the student met the
high school graduate or equivalent requirement.

The Period Records section displays information for the academic year and for the summer
term, if appropriate.

The Application Filed field displays Yes or No, indicating whether the student filed a FAFSA
for the academic year or online summer application for the summer term.

The Total Family Contribution field displays the family’s Total Family Contribution used in
calculating eligibility under the old need-analysis formula for years prior to 2006-07.

The RTSS Academic Level ficld displays the student’s year in school for each term.
The High School Grad Year ficld displays the year the student graduated from high school.
The Veteran Status ficld displays Yes or No, indicating whether the student is a veteran.

The Financial Independent Status field indicates whether the student is considered indepen-
dent for State Grant purposes.

The Inactivation Reason field displays the reason the State Grant record was inactivated and
further processing was discontinued.
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Update Student Record

School users can update information on the student record when certifying eligibility for the
Pennsylvania State Grant. Only a school user from the student’s primary school may update the
student record.

_Search Grants VI IQ ¥ YourAccount ¥  ContactUs
Alec Welcoms, JANE USER - Wednesday, March 7, 2018
N

CF-CF  THE FINANCIAL AID KNOW-IT-ALL

Home State Grants View Students AES Accounts

Record 1 of 4 Student Recards Next Record > | |

« Back to Student Listing State Grant Information for: 99999997-01 Pheaa Quarter University

Student Record: Fred Student © VIEW ELIGIBILITY FOR STUDENT

Special Request - Select Action - -
Prior Name(s):
SSN 123-456789 ACCT# 1141114111 8G Award Counter (Grand Total) 375
.2018—2019 ACADEMICl Record Status: Complete Last Update 03/07/2018 School Status: Primary @
Dependency Status: Financially Independent Last User: P451706 Received Date 11/18/2017
State Grant Eligibility Fal:  $1,138 Winter: $1,138 Spring: §1,138
J Award Information || School Notes || Activity Log || Application Info
Student Information
Address: Formuladetermination Phone: (717) 5551111 Email: test@pheaa.org H.5. Graduation: 2010
City, PA 12345
Grant Information
Academic Year
Fall Winter Spring Total
School Name (OE Code): 99999997-01 99999997-01 9999999701
Pheaa Quarter University Pheaa Quarter University Pheaa Quarter University
Program of Study: Bachelor's Degree (All Other Bachelor's Degree (All Other Bachelor's Degree (All Other
Majars) Maijors) Majors)
Award Date: 03/07/2018 03/07/2018 03/07/2018

1. Click the down arrow in Select Action and select Update Record, Cancel or Rein-
state, Cost Override or Award Adjustment from the drop-down list. See the following
sections for more information:

» Student Record

» Cancellation or Reinstatement

* Cost Override

* Award Adjustments

NOTE: Ready to Succeed displays for approved schools when the student has potential
Ready to Succeed eligibility. Distance Education displays for all approved schools for year
2017-18 and prior years. Refer to user guides WB0138-School Portal Distance Education
Partner Interface_User Guide_ PHEAA and WB0139-School Portal Ready-to-Succeed
Scholarship Partner Interface_User Guide PHEAA for more information about the Dis-
tance Education Pilot Program and Ready to Succeed programs.
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Student Record

The Student Record section displays the fields of the student’s demographic, school and credit
information sections open for edit. To update student record information for years prior to 2018-
19, refer to the Update the Student Record for Years Prior to 2018-19 section in this document.

-Search Grants ~| | =X £F YourAccount v  ContactUs  [CRLRend

Alec Welcome, JANE USER Wednesday, March 7, 2018

v'c THE FINANCIAL AID KNOW-IT-ALL
Home State Grants View Students AES Accounts

« Back to Student Listing State Grant Information for: 99993997-01 Pheaa Quarter University

Update Record: Fred Student

Prior Name(s)- Back to Student Record
SSN. 123-456789 ACCT# 1111111111 SG Award Counter (Grand Total) 3.75
2018-2019 ACADEMIC[~]| Record Status Complete Last Update 03/07/2018  Scheol Status Primary @
Dependency Status: Financially Independent Last User- 0000000 Received Date 1111812017
State Grant Eligibility Fall:  $1,138 Winter: $1,138 Spring: $1,138

Student Record

Demeographic Information

Address:
| City |||| 12345

Phone: (|717 |]|555 |7|1111 |

Email: | oct@pheaa org

School Information

Fall Winter Spring
Branch Campus: Pheaa Quarter University Pheaa Quarter University Pheaa Quarter University
Program of Study: | © - Bachelor's Degree (s[»|| | © - Bachelor's Degree ([»|| | © - Bachelor's Degree (:[»||
Housing Status: | 3 - off Campus [~]| | 3- off campus [~]| | 3 - off campus [~
Enrollment Status: | 1- Full Time Student [ | 1 - Full Time Student  [»]| | 1 - Full Time Student [+
Enrollment Mode: |1 - 100% classroom inst|~|| [1 - 100% classroom inst|~]| [1 - 100% classroom inst|~||

Schoel Notes (Will not be reviewed by PHEAA)

Add comments for this update.

© View Previous Comments

Cancel | | SubmitChanges |

The Demographic Information section displays the student’s demographic information.

1. Inthe Address field, enter the student’s home address. Enter the street address, city and zip
code. Click the down arrow to select the state from the drop-down list.

2. Inthe Phone field, enter the student’s 10-digit home telephone number.
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3. In the Email field, enter the student’s email address.

The School Information section displays information about the student’s school for all terms in
the selected academic year. When the school on the State Grant record is not the same for each
term, the school users are permitted only to submit updates for the term associated with their
school. All other terms are protected and cannot be updated by school users.

4. The Branch Campus ficld displays the name of the school where the student is attending.
This field is updateable only by authorized users at schools that have multiple campuses. To
change the student’s branch campus, click the down arrow and select a branch campus from
the drop-down list.

5. Click the down arrow in the Program of Study field and select the student’s program of
study from the drop-down list.

6. Click the down arrow in the Housing Status field and select the student’s housing status
from the drop-down list.

7. Click the down arrow in the Enroliment Status ficld and select the student’s enrollment sta-
tus from the drop-down list.

8. Click the down arrow in the Academic Level field and select the student’s academic level
from the drop-down list. This field displays for nursing schools only.

9. Click the down arrow in the Enrollment Mode field and select the student’s percentage of
classroom instruction or distance education.

10. In the School Notes ficld, enter the comments regarding the update, if necessary. Click
View Previous Comments to view comments entered for previous updates. A pop-up box
displays. This field is used by the school for informational purposes only and will not be
reviewed by PHEAA staff-

11. Click the Submit Changes button to submit the updates made to the Student Record sec-
tion, or click the Cancel button to close the Student Record section without submitting the
updates.
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Cancellation or Reinstatement

The Cancellation or Reinstatement section displays the fields for award cancellation and
reinstatement information open for edit. If the record was previously canceled or rejected, those
reasons display under the term.

NOTE: This section may be disabled if the latest academic year is not accessible because
PHEAA is has not made eligibility announcements to students, which generally occurs in
May, or if the record being adjusted does not have an award to cancel or reinstate. For exam-
ple, the record is in an incomplete status.

State Grants

Fall Winter Spring
Cancellation: Student Graduated ) Student Graduated ) Student Graduated
Cancellation: 3 Mot Enrolled © Not Enrolled © Not Enrolled
Reject : Academic Progress =) Academic Progress © Academic Progress
Reject Reject Reject
Reinstatement: ) Reinstate

School Notes (Will not be reviewed by PHEAA)

Add comments for this update

© View Previous Comments

Cancel

1. Inthe Cancellation — Student Graduated field, check each term to which the cancella-
tion should apply if the cancellation is because the student graduated.

2. Inthe Cancellation — Not Enrolled field, check each term to which the cancellation should
apply if the cancellation is because the student is not enrolled.

3. Inthe Reject — Academic Progress Reject ficld, check each term to which the cancella-
tion should apply if the cancellation is due to failure to make satisfactory academic progress
for State Grant purposes.
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4. Inthe Reinstatement ficld check the term to which the reinstatement should apply. This
field displays only if the term was previously canceled or rejected.

5. In the School Notes ficld, enter comments regarding the update, if necessary. Click View
Previous Comments to view comments entered for previous updates. A pop-up box dis-
plays. This field is used by the school for informational purposes only and will not be
reviewed by PHEAA staff-

6. Click the Submit Changes button to submit the updates made to the Cancellation or
Reinstatement section, or click the Cancel button to close the Cancellation or Rein-
statement section without submitting the updates.
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Cost Override

The Cost Override section displays information that is required to be reported when a student
incurs costs that are more than 25% lower than the PHEA A-approved costs. PHEAA-approved
costs are those which were used to process all students at the school. If the record had a previous
cost override submitted, the term tuition and fees submitted will display next to the amount label.

NOTE: This section may be disabled if the latest academic year is not accessible because
PHEAA is not ready to accept cost adjustments or if the record being adjusted does not have
costs to adjust. For example, the record is in an incomplete status.

Cost Override
Fall ‘Winter Spring
©@ Amount: | | ‘ ‘
Enroliment Status: Full-Time Full-Time Part-Time
Tuition & Fee: $15,500 §15,500 $15,500
Full-time Threshold: $3,875 §3,875
Part.time Threshold: $1,937

Remove Cost Override Remove Cost Override Remove Cost Override

School Notes (Will not be reviewed by PHEAA)

Add comments for this update._

© View Previous Comments

Cancel H Submit Changes

Home | State Grants | View Students AES Accounts
) . American
Contact Us | Privacy Policy | Terms of Use = Eduecation

2 "a-d Services

Copyright @ 2007-2018 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

1. Inthe Amount ficld, enter the actual tuition and fees incurred by the student for the term for
which the cost is more than 25% lower than those annually reported to PHEAA.

The Enrollment Status field displays the student’s enrollment status for each term.

NOTE: If the student’s enrollment for the term for which the cost override is being applied is
incorrect, click Cancel to close the Cost Override section without submitting the override.
Open the Student Record section in Edit mode and make the enrollment change. Return to
the Cost Override section to submit the request.
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The Tuition & Fees field displays the student’s annualized tuition and fees amount used to cal-
culate eligibility. Annualized tuition is tuition and fees for full-time enrollment for the entire year.

The Full-Time Threshold field displays the tuition and fees amount divided by the number of
terms (two in most cases), then multiplied by .75.

The Part-Time Threshold ficld displays the tuition and fees amount divided by the number of
terms (two in most cases), then multiplied by .75 and divided again by 2.

2. Check Remove Cost Override to remove the cost override. This is unprotected only when
a cost override has been entered in a previous update.

3. Inthe School Notes ficld, enter comments regarding the update, if necessary. Click View
Previous Comments to view comments entered for previous updates. A pop-up box dis-
plays. This field is used by the school for informational purposes only and will not be
reviewed by PHEAA staff-

4. Click the Submit Changes button to submit the updates made to the Cost Override sec-
tion, or click the Cancel button to close the Cost Override section without submitting the
updates.
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Award Adjustments

The Award Adjustments section displays award adjustment information. If the record was pre-
viously adjusted, those reasons will display under the term.

NOTE: This section may be disabled if the latest academic year is not accessible because
PHEAA is not ready to accept adjustments or if the record being adjusted does not have an
award to adjust. For example, the record is in an incomplete status or the term is ineligible.

Award Adjustments

Fall Winter Spring

@ State Grant Adjustment:

Current State Grant Award: $1,223 $1223 $1,223

School Notes (Will not be reviewed by PHEAA)

Add comments for this update.

0 View Previous Comments

Home | State Grants | Loan Processing | Reports & Files

Contact Us | Privacy Policy | Terms of Use

Copyright © 2007-2014 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

1. Inthe State Grant Adjustment ficld, enter the adjusted award amount. Only an amount
that is lower than the current amount may be entered.

NOTE: To enter an award that is higher than the current award but lower than the original
PHEAA-calculated award, first remove the adjustment. For example, if the Current Award
calculated by PHEAA is $1,000 and an adjustment is made to lower the award to $800 when it
should have been $850, make two adjustments. First, remove the $800 adjustment, then sub-
mit the $850 adjustment.

2. Click the down arrow in the Select Reason ficld and select a reason for the adjustment from
the drop-down list.
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The Current State Grant Award fiecld displays the student’s current State Grant award for each
term.

3. Check Remove Adjustments to remove the adjustment. This is unprotected only when an
adjustment was made for a previous update.

4. In the School Notes ficld, enter comments regarding the update, if necessary. Click View
Previous Comments to view comments entered for previous updates. A pop-up box dis-
plays. This field is used by the school for informational purposes only. This field is used by the
school for informational purposes only and will not be reviewed by PHEAA staff.

5. Click the Submit Changes button to submit the updates made to the Award Adjust-
ments section, or click the Cancel button to close the Award Adjustments section with-
out submitting the updates.
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Submit Special Request

School users can submit special requests to make changes to a student account when the change
cannot be made using the Grants Partner Interface. Once submitted, the information entered in the
Special Request ficld is written as an open activity to the student’s activity record. Once the
request is reviewed and completed by PHEAA, the activity log is closed.

School users can submit a special request from the Student Record or from the Update
Record.

NOTE: Special Requests are reserved as a last resort option to request updates and should not
be used in lieu of email.

-Search Grants u IQ £¥ YourAccount ¥  ContactUs
Alec Welcome, JANE USER - Wednesday, March 7, 2018
o

*%) THE FINANCIAL AID ENOW-IT-ALL

Home State Grants w | View Students AES Accounts

‘ Record 1 of 4 Student Records Next Record » ‘ ‘

« Back to Student Listing State Grant Information for: 99999997-01 Pheaa Quarter University

Student Record: Fred Student © VIEW ELIGIBILITY FOR STUDENT

Special Request - Select Action - v
Prior Name(s):
SSN: 123456789 ACCT# 11111111 SG Award Counter (Grand Total) 3.75
.2018-2019 ACADEMIC| Record Status: Complete Last Update 03/07/2018 School Status: Primary @
Dependency Status: Financially Independent Last User: 0000000 Received Date: 11/18/2017
State Grant Eligibility Fall:  $1,138 Winter: $1,138 Spring: $1,138
J Award Information || School Notes || Activity Log || Application Info
Student Information
Address: 100 State Street Phane: (717) 5551111 Email: test@pheaa.org H.5. Graduation: 2010

City, PA 12345

Grant Information

Academic Year

Fall Winter Spring Total
School Name (OE Code): 99999997-01 99999997-01 99999997-01
Pheaa Quarter University Pheaa Quarter University Pheaa Quarter University

Program of Study: Bachelor's Degree (All Other Bachelor's Degree (All Other Bachelor's Degree (All Other
Majors) Majors) Majors)

Award Date: 03/07/2018 03/07/2018 03/07/2018

1. To submit a special request, first verify the academic year on the student record or the update
record screens. To select a different academic year, click the down arrow and select the aca-
demic year.

2. Click Special Request.
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The Special Request page displays.

_Ssarch Grants VI I Q £+ YourAccount v  ContactUs  [Cofufeld

Alec Welcome, JANE USER - Wednesday, March 7, 2013

I  THE FINANCIAL AID KNOW-IT-ALL

Home State Granis v View Students AES Accounts

« Back to Student Listing State Grant Information for: 99999997-01 Pheaa Quarter University
Update Record: Fred Student
Prior Name(s): Back te Student Record
SSN: 123-45-6789 ACCT# 1111111111 SG Award Counter (Grand Total) 3.75
Record Status: Complete Last Update: 03/07/2018 School Status: Primary @
Dependency Status: Financially Independent Last User: 000000 Received Date 11/18/2017
State Grant Eligibility Fall-  $1,138 Winter: §1,138 Spring: §1,138

Special Request
Submitting a Special Request will not update the record immediately. Check back to view status of record

Enter your Special Request for PHEAA here.

School Notes (Will not be reviewed by PHEAA)

Add Comments for this update.

© View Previous Comments

Cancel H Submit Request

3. Enter the details about the special request in the comment box.

4. Click the Submit Request button to submit the request, or click the Cancel button to close
the Special Request page without submitting the request.
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The Student Record page redisplays.

NOTE: The Student Record page displays even if the school user accesses the Special
Request page from the Update Record page.

-Search Grants v Ia £+ YourAccount > ContactUs  [COLCLeLd

Alec Welcome, JANE USER - Wednesday, March 7, 2018
~
'U THE FINANCIAL AID KNOW-IT-ALL

Home State Grants + | View Students AES Accounts

‘ Record 1 of 4 Student Records Next Record » ‘ ‘

« Back to Student Listing State Grant Information for: 99999997-01 Pheaa Quarter University

Student Record: Fred Student © VIEW ELIGIBILITY FOR STUDENT

Special Request - Select Action - -
Prior Name(s):
SSN: 123456789 ACCT# 1111111111 SG Award Counter (Grand Total) 375
.2018—2019 ACADEMICl Record Status: Complete Last Update 03/07/2018 School Status: Primary @
Dependency Status: Financially Independent Last User: 0000000 Received Date: 111812017
State Grant Eligibi\ity Fall:  $1,138 Winter: $1,138 Spring: $1,138
J Award Information || School Notes || Activity Log || Atz i
Student Information
Address: 100 State Street Phaone: (717) 5551111 Email: test@pheaa.org H.S. Graduation: 2010
City, PA 12345
Grant Information
Academic Year
Fall Winter Spring Total
School Name (OE Code): 99999997-01 99999997-01 9999999701
Pheaa Quarter University Pheaa Quarter University Pheaa Quarter University
Program of Study: Bachelor's Degree (All Other Bachelor's Degree (All Other Bachelor's Degree (All Other
Majors) Majors) Majors)
Award Date: 03/07/2018 03/07/2018 03/07/2018

School users can view the special request on the Activity Log page. See Activity Log for more
information.
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PHEad )

View the State Grants Dashboard

School users can use the State Grants Dashboard to access, filter and export student record
lists; review recent updates; process records individually; and select students to add to a mass
update queue.

2% Your Account ¥  Contact Us @ Logout

.Search Grants EI SSN or Last Name Q

Alec
T

“J THE FINANCIAL ATD KNOW-IT-ALL

Home State Grants « Loan Processing « Reports & Files

State Grants

O View State Grants Dashboard
Standard Lists and Worklists

O View My Exports
View Exported Student Lists

© View Weekly Update and Roster

Download from PageCenter

0 Create Mass Update Queue
Create Mass Update Queus

© State Grant Disbursement Certification
Disbursement Cerlification Form

© State Grant Education Costs
Education Cost Form

© Request Primary School Change
Change Primary School in Student Record

Loan Processing

© View Students AES Accounts
Account Access

) Direct Access to the AES System
OCAWebconnect

Reports & Files

© Standard Reports © Send & Receive Files
Page Center Sterling File Gateway (Beta)

© Loan Entrance/Exit Counseling
Loan Counseling Reports

Home | State Grants | Loan Processing | Reports & Files
Copyright @ 2007-2015 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

Welcome, John Smith - Friday, June 12, 2015

Messages

There are currently no messages

Alerts (Notifications)

O 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

\fiew documentation on products, systems, and
services

Loan Notes

Access AES publications on FFELP news.
Commen Manual

Access the Common Manual and other Common
Manual information.

Default Prevention

You Can Deal With It

Access a financial management website designed to
assist student loan borrowers with managing debt
YCDWI Downloads

Access calculators, tools and downloads to assist
student borrowers with financial management

EDUCATIGNPLANNERE"

Access a one-stop career and college planning site

American
- Education
< “a-d Services

Alec ‘

Click View State Grant Dashboard on the Home page or select it from the State

Grants drop-down list.
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The State Grants Dashboard displays.

The Record Status List displays at the top of the State Grants Dashboard. It displays the
total of all records in each status and a summary of the student records that were updated within
the previous three weeks, beginning with the current date.

Each status on the Record Status List is further broken down by the number of student records
that were updated by the school and by PHEAA or the student. Updates by School indicates
that the record was last updated by a school user. Updates by PHEAA/Students indicates that
the record was last updated by a PHEAA user or program, or that information was received elec-
tronically from a student. The Total field displays the total of all records in each status and time
period.

NOTE: The State Grants Dashboard is updated in real time.

-Search Grants I Q £ Your Account v  ContactUs  [DNIGJelT

Alec Welcome, JANE USER - Wednesday, March 7, 2018
P

*J 1HE FINANCIAL AID KNOW-IT-ALL

Home Slate Grants « | View Students AES Accounts

State Grants Dashboard 2018-2019 ACADEMIC V| period for. | 99999997 PHEAA QUARTER UNIV V|
Updates By 215-221 2/22-228 an a2 33 314 35 k1] TODAY
Complete - Active Sehool 0 0 0 0 0 0 0 0 0
Eligibility has been determined
for these records. Some of the 4 PHEAA/Students 0 0 ] 1] 1] 1] 0 ] 4
terms may include need based
JEfEE Total 0 0 0 [1} 1} i} 0 0 4
Incomplete - Active Schosl 0 0 0 0 0 1] 0 ] 0
These records are missing
information or are under review. 0 PHEAA/Students 0 0 0 1] 1] 0 0 0 0
Some of the terms may include
rejects for 'High EFC'. Total 0 i} 0 0 0 a 0 0 o
All Statuses School 0 0 0 0 0 0 0 0 0
Includes complete and
incomplete records for Active, 4 PHEAA/Students 0 0 0 [1} 1} 0 0 0 4
Reject and Inactive statuses
Total 0 0 0 0 0 0 0 0 4

e | V\iaw

‘ Create Mass Update ‘ View Rosters

© View Weekly Update and Roster
Download from PageCenter

Queue Name Records Date Created Actions

No Mass Updates have been created

Home | State Grants | View Students AES Accounts

American

Contact Us | Privacy Policy | Terms of Use Eduecation

Copyright © 2007-2018 Pennsylvania Higher Education Assistance Agency. All Rights Reserved. 2, "4 Services

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

The Record Status List is collapsed when the State Grants Dashboard displays. Click
SHOW MORE STATUSES to expand the Record Status List to show more statuses.

The following statuses display in the Record Status List.

The Complete — Active status includes records that have been awarded, cancelled or that
are ineligible for the following reasons: No Need (M), Maximum Number of Payments
(Y) and High EFC (E).

The Incomplete — Active status includes records that are missing information or are under
review. This may include reason, High EFC (E).

The Complete — Reject status includes records that are ineligible for a reason other than
financial need for at least one term.

The Incomplete — Reject status includes records that are ineligible for a reason other than
financial need for at least one term and are missing information or are under review.

The Complete — Inactive status includes records that have been declared inactive by
PHEAA.

The Incomplete — Inactive status includes records that have been declared inactive by
PHEAA and information is incomplete.

The All Statuses status includes complete and incomplete records for active, reject and inac-
tive statuses.

If one or more records exist for a status and time period, the number of records displays as a
link in the Record Status List. Click the link in the Record Status List and select one of
the following options from the drop-down list:

View Records List. Select this option to view the student record details for a status or time
period. See View the State Grant Records Student List.

Process Records Individually. Select this option to cycle through student records for a
status or time period. See View Student Records. This option is not available for All Sta-
tuses.

Export Records List. Select this option to export records in a particular status or time
period. See Export Student Records.

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 box at that top of the
State Grant Portal.

In addition to the Record Status List, the Process State Grants Mass Update and View
Rosters sections display at the bottom of the State Grants Dashboard.
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The Process State Grants Mass Update section displays a list of saved mass update queues.
School users can click the Create Mass Update button to create a queue, the Edit button to edit
the update criteria, the Process button to process the queue, or the Delete button to delete the
queue. See Create Mass Update Queues for more information.

The View Rosters section displays a quick link to view the weekly update report and rosters on
PageCenter.
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View the State Grant Records Student List

The State Grant Records Student List displays when a school user selects View Records
List in the Record Status List on the State Grants Dashboard. It displays in two panes: an
abbreviated summary of the State Grants Dashboard, left; and a list of student records in the
selected status, right. Options are available in the Filter Records section to filter and sort the
records in the Student List.

NOTE: This section describes the State Grant Record student list for years 2018-19 and for-
ward. To filter the list of records for years prior to 2018-19, refer to the View the State Grant
Records Student List for Years Prior to 2018-19 section in this document.

_Sean:h Grants VI I Q ¥ Your Account w Contact Us & Log Out

Alec Welcome, JANE USER - Wednesday, March 7, 2018
A~

-%_F | THE FINANCIAL AID KNOW-IT-ALL
Home | StaleGrants v | View Students AES Accounts

¢« Back to Dashboard

State Grant Records |2018-2019 ACADEMIC v || period for: | 39993997 PHEAA QUARTER UNIV|v ||
Complete - Active N Filter Records
Incomplete - Active 0 .
Record Level Filters
Complete - Reject 0 ) ) -
Updated By: | PHEAA/Student [~]|updated When: [3/7 [~
Incomplete - Reject o - [
Complete - Inactive 0 Special Conditions: |- Select - [~
Incomplete - Inactive o Term Level Filters Meets [ANY[~] of the following Terms: & Fall Winter Sping @
All Statuses 4
@ Eligibility Date: From: | | To: | Reject Types: |- Select - [~]|
Eligibility Status: |- Select - [V|| Enrollment Mode: |- Select- | v|| Housing Status: |- Select - [~
Enroliment Status: Cancellation Reasons: Program of Study:
1 - Full Time Student A - Graduated from a Bachelor's A -5 Year Co-op Work-Study (All
2 - Full Time-Evening 7| |B - Nota High School Graduate * | | B - Bachelor's Degree (Religion h*™
3 - Half-time Student « | |D-Death of Student C - Bachelor's Degree (All Other '\
4 - Less Than Half-Time E - Cancelled due to Agency Errc F - 5 Yr Bona Fide Program
Resuts: 4 Records | ResetFilters || Apply Filters |
. J
Displaying 1 - 4 out of 4 Student Records Expart to Excel/CSY | | Goto First Record >

[J  Records Selected (0)| Add to Mass Update

Name/Address

[} STUDENT, FRED 123456789 375 51128 $1133 51138 53414
FORMULADETERMINATION Full Time Full Time Full Time
CITY,PA 12345 Student Student Student
off off off
Campus Campus Campus
O STUDENT, GINNY 123456780 1.0 s1138 51138 §1138 $3414
STUDENT IS INDEP-130 L Full Time Full Time Full Time
HARRISBURG,PA 17102 Student Student Student
Dormitory Dormitory Dormitory
[} STUDENT, LILY 123456777 1.00 s1128 $1133 51138 53414
DEP NEEDS 25D LTR 130 Full Time Full Time Full Time
CODE J Student Student Student
HARRISBURG,PA 17102 Dormitory Dermitory Dormitory
O STUDENT, STUART 123451234 1.00 s1138 51133 $1138 s3414
WEB FORM ELIG - PARA 2.0 Full Time Full Time Full Time
HARRISBURG,PA 177777777 Student Student Student
Dormitory Dormitory Dormitory
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1.

To view a summary and a list of student records for the same time period in a different aca-
demic year or summer period, click the down arrow in the academic year field to select the
academic year to display.

To view a summary and a list of student records for the same academic year or summer period
but for a different branch, click the down arrow in the school field to select the branch.

To view a summary and a list of student records with a different status, click the status in the
summary pane on the left side of the dashboard.

NOTE: Only statuses with at least one updated record may be selected.

Record-level and term-level filters are available to filter the list of student records further.

NOTE: When selected, filters are applied only to the records in the selected status. Select the
status from the status list before applying filters.

The record-level filters filter the list of student records by record information.

4.

Click the down arrow in the Updated By ficld and select one of the following to indicate
who updated the record.

School — indicates that the record was last updated by a school user

PHEAA/Student — indicates that the record was last updated by a PHEAA user or program,
or that information was received electronically from a student

School/PHEAA/Student — total of all updates for the school, PHEAA and the student

Click the down arrow in the Updated When field and select a date from the drop-down list
to indicate when the updates were made. This list includes the previous three weeks beginning
with the current date.

Check one or more status in the Record Status field. This field displays when All Statuses is
selected.

Click the down arrow in the Special Conditions field and select one of the following spe-
cial conditions from the drop-down list. This field displays when ALL STATUSES, Com-
plete-Active or Complete-Reject are selected.

Collectibles — Records for which PHEAA is collecting a State Grant award directly from the
student. These records are sorted at the beginning of disbursement rosters. A special message
displays on the Student Record when a collectible exists.

Validation Processing — Records that have been completed or canceled for PHEAA’s
Income Validation.

Late Processing — Records where the student filed past the deadline but PHEAA extended
the deadline for all students and reprocessed the student as on-time. For example, in 2012-13,
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PHEAA extended the May 1, 2012 deadline to June 12, 2012 and the August 1, 2012 deadline
to September 12, 2012.

The term-level filters filter the list of student records by term information.

8.

10.

I1.

12.

13.

14.

15.

16.

In the Term Level Filters down arrow field, select ANY to filter data for any of the selected
terms or ALL to filter data for all of the selected terms. Select Fall, Winter and/or Spring.

NOTE: If no terms are selected, the filter will provide results for all terms.

In the Eligibility Date field, enter a date range in the From and To fields to view records for
a specific date range where eligibility was determined or an award was canceled or adjusted.
Enter the dates in MM/DD/YYYY format.

NOTE: A Help icon displays to the left of the Eligibility Date field. Click the icon to display
additional information about the eligibility date.

Click the down arrow in the Reject Types field and select a reject, or ineligibility, reason
from the drop-down list.

Click the down arrow in the Eligibility Status field and select one of the following eligibil-
ity statuses from the drop-down list.

Awarded — Records that have an award greater than zero in the term or terms being filtered
Reject — Records that have an ineligibility reason in the term or terms being filtered
Cancelled — Records that have been canceled and have an award of zero in the term or terms
being filtered. Results will show any cancellation reason

Pending — Records that are pending eligibility determination in the term or terms being fil-
tered

Click the down arrow in the Enrollment Mode field and select the percentage of classroom
and/or distance education instruction from the drop-down list.

Click the down arrow in the Housing Status field and select a housing status from the drop-
down list.

In the Enrollment Status field select one or more enrollment statuses.
In the Cancellation Reasons field, select one or more cancellation reasons.
In the Program of Study field, select one or more programs of study. Programs of study do

not display when All Schools is selected. This field is dynamic and displays choices based on
the school and/or branch campus that was selected.
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17. Click the Apply Filters button to apply the selected filters to the student list, or click the
Reset Filters button to reset the filters to begin again.
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The 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 1 — 4 out of 4 Student

Records.

-sEamh Grants ~] | =N
Alec
T~
-v THE FINANCIAL AID KNOW-IT-ALL
Home State Grants View Students AES Accounts

< Back to Dashboard

State Grant Records

& Log Out

- Wednesday, March 7, 2018

#£F Your Account v Contact Us

Welcome, JANE USER

2018-2018 ACADEMIC ||| period for: 7 PHEAA QUARTER UNIV|v||

Complete - Active “ Filter Records
Incomplete - Active 0 -

Record Level Filters
Complete - Reject 0

Updated By: | SchoolfPHEAA/Student |~ | Updated When: |37 ~|
Incomplete - Reject 0 — —
Complete - Inactive 0 Special Conditions: |- Select - [~
Incomplete - Inactive o Term Level Filters Meets [ANY|~] of the following Terms: [¥] Fall Winter Spring @
All Statuses 4

@ FEligibility Date: From: | | 7or | Reiect Types: |- Select - ~|

Enrollment Status:

Eligibility Status: - Select - [~ Enrollment Mode: | - Select -

[] Housing Status: | 3 - Off Campus|v||

a

R

Program of Study:

1 - Full Time Student
2 - Full Time-Evening
3 - Halftime Student
4 - Less Than Half Time

A - Graduated from a Bachelor's A -5 Year Ca-op Work-Study (All

B - Not a High School Graduate ™| | B - Bachelor's Degree (Religion M™
D - Desth of Student C - Bachelor's Degree (All Other ins
E

~
- Cancelled due to Agency Errc F - 5 ¥r Bona Fide Program

Results: 1 Records

| ResetFilters || ApplyFilters |

"

/

Displaying 1 - 1 cut of 1 Student Records

Export to Excel/CSV | | GotoFirstRecord > |

Name/Address

STUDENT, FRED
FORMULADETERMINATION
CITY PA 12345

1 Records Selected (0)[ Add to Mass Update |

Winter
123456789 358 $1138 51138 $569 52845
Full Time Full Time Half-time
Student Student Student
off of off
Campus Campus Campus

The Name/Address ficld displays the student’s name and address on the most recent student
record, which may not be the same as the academic year selected.

NOTE: Records are sorted in alphabetic order by last name, then first name.

The SSN field displays the student’s nine-digit Social Security number.

The Award Counter filed displays the total number of terms for all years for which the student

has received a State Grant award.

Fall, Winter and Spring fields display term eligibility information such as an award amount,
reject and cancellation reason codes, and enrollment and housing status.
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The Academic Year Total ficld displays the total academic year award amount.

18.

To view an individual student record, scroll over the student list to highlight a student record.
Click the student record. See View Student Records 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 box at that 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.

19.

20.

21.

22.

Click the Export to Excel/CSV button to export the student list. See Export Student
Records for step-by-step instructions.

Click the Go to First Record button to go to the first student record and cycle through the
records that match the filtered or unfiltered criteria. See View Student Records for more infor-
mation.

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

NOTE: The Student List displays 20 records per page. A maximum of 100 records may be
added to a 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. In some cases, a record cannot be updated by
a school user. It cannot be checked even if the school user checks the box in the header to
select all records.

Click the Add to Mass Update button to add the selected record(s) to a new mass update
queue. See Create Mass Update Queues 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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Export Student Records

School users can export student records from the Student List or from the State Grant Dashboard.
Records are exported to an Excel spreadsheet or Comma Separated Value (CSV) file. In this
example, student records are exported from the Student List.

=1 I= P ——

Alec Welcome, JANE USER Friday, March 9, 2018
o~

=) | THE FINANCIAL AID KNOW-IT-ALL
Home | StateGrants ~ | View Students AES Accounts

« Back to Dashboard

State Grant Records 2018-2019 ACADEMIC v || period for: | 99989897 PHEAA QUARTER UNIV[v|
Complete - Active 4 Filter Records
Incomplete - Active [

Record Level Filters

Complete - Reject 0

Updated By: |- Select - |»|| Updated When: |- Select - [v|
Incomplete - Reject 0 e — —
Complete - Inactive 0 Record Status:  [] Complete - Active 1 Incomplete - Active 1 Incomplete - Reject
[ Complete - Reject [ Complete - Inactive [ Incomplete - Inactive
Incomplete - Inactive 0
Term Level Filters Meets [ANY[“] of the following Terms: Fall Winter Spring @
@ Eligibility Date: From: | |To: | Reject Types: - select- v

Eligibility Status: | - Select - [|| Enroliment Mode: |- Select- | Housing Status: | 1 - Dormitory  [v]|

Enrollment Status: e R _ Program of Study: )
1- Full Time Student A - Graduated from a Bachelor's A -5 Year Co-op Work-Study (All

2 - Full Time-Evening | | B -Nota High School Graduate ”™ | | B - Bachelor's Degree (Religion M
3- Halftime Student + | |D-Death of Student « | | C-Bachelor's Degree (All Cther
4 - Less Than Half-Time |E - Cancelled due to Agency Errc | | F- 5 Yr Bona Fide Program

Results: 3 Records | ResetFilters || Apply Filters |

J

Displaying 1 - 3 out of 3 Student Records Exportio Excel/CSV | | Goto First Record >

[0 Records Selected (0)| Add to Mass Update

Award
Name/Address Counter Winter
m} STUDENT, BETTY 123456670 1.00 51138 51138 51138 53414
STUDENT IS INDEP-130 L Full Time Full Time Full Time
HARRISBURG PA 17102 Student Student Student
Dormitory Dormitory Dormitory
(] STUDENT, CARL 123458671 1.00 $1138 $1138 $1138 53414
DEP NEEDS 250 LTR 130 Full Time Full Time Full Time
CODE J Student Student Student
HARRISBURG.PA 17102 Dormitory Dormitory Dormitory
O STUDENT. JOSEPH 123456674 1.00 $1138 $1138 $1138 $3414
WES FORM ELIG - PARA 2D Full Time Full Time Full Time
HARRISBURG,PA 177777777 Student Student Student
Dormitory Dormitory Dormitory

1. To export the entire student list, click Export to Excel/CSV.

NOTE: Do not select individual records as the entire student list is exported. Selection boxes
are used only to add students to mass update queues. See Create Mass Update Queues for
step-by-step instructions.
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The Export Student Records pop-up screen displays.

53

Close

Export Student Records

Name: | Dorm students

Name cannot exceed 30 characters (including spaces). Special characters and
numbers are allowed except first position.

Description: | testing] x
Maximum of 255 characters (including spaces).

Format: | Excal ﬂ‘

Excel - List will be exported with descriptio'ns instead of codes. This will be similar to the
Student Records List.

T8V - List will be exported with codes in the Grant Applicant Status Transmission
format. This file can be imported into your FAMS system.

Cancel || Submit

2. Inthe Name field, enter the name of the export file using the guidelines below the field.

3. Inthe Description field, enter a description of the export using the guidelines below the
field.

4. Click the down arrow in the Format field and select Excel or CSV from the drop down list.
A description of each format displays below the field. The CSV format opens in Excel and
uses code values in fields for use in automated processing. The Excel format uses English
descriptions instead of codes.

5. Click Submit to export the student records, or click Cancel to cancel the export.
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The State Grants Records page redisplays with a message that the export was successful. The
message contains and a link to the My Exports page to download the file.

_Search Grants I Q ¥ YourAccount ¥  ContactUs  [CEEEel

Alec Welcome, JANE USER - Friday, March 9 2018
~
=X_F THE FINANCIAL AID ENOW-IT-ALL
Home State Grants View Students AES Accounts
« Back to Dashboard
State Grant Records 2018-2019 ACADEMIC || period for: | 99899597 PHEAA QUARTER UNIV|w||
Complete - Active 4 Congratulations!
Incomplete - Active 0 You have successfully submitted your request to export the list. Click here to go to "My Exports’ to download the file
Complete - Reject 0
Filter Records
Incomplete - Reject 0
Complete - Inactive 0 Record Level Filters
Incomplete - Inactive a Updated By: | - Select - | Updated When: ‘.’ Select - ‘
m Record Status: [ complete - Active 1 Incomplete - Active [ Incomplete - Reject
[1 Complste - Reject [ Complste - Inactive [ Incomplete - Inactive
Special Conditions: ‘ Select - |
Term Level Filters Meets [ANY[™] of the following Terms: 4] Fall Winter Spring @
@ Eligibility Date: From: | |To: ‘ ‘ Reject Types: |- Select - |
Eligibility Status:“- Select - | Enroliment Mode: ‘ Select - ‘ Housing Slatus:l 1 - Dormitory |
Enrollment Status: Cancellation Reasons: Program of Study:
1 - Full Time Student A - Graduated from a Bachelor's A -5 Year Co-op Work-Study (All
2 - Full Time-Evening A |B-Nota High School Graduate | | B-Bachelor's Degree (Religion Xl
3 - Half-time Student s | | D-Death of Student C - Bachelor's Degree (All Other
|4 - Less Than Half-Time | E - Cancelled due to Agency Errc | F -5 Yr Bona Fide Pragram

6. Click the link in the message box to go to the My Exports page, or click View My Exports

in the Alerts (Notifications) box on the State Grants home page, not shown. See View My
Exports for more information.
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View My Exports

School users can access the My Exports page from the Home page or the State Grants drop-
down list or from the message that displays on the State Grants Records page when the stu-
dent records are exported.

.Search Grants SSN or Account No. I Q ¥ YourAccount ¥  ContactUs  [L<NELLITS

Alec Welcome, JANE USER - Wednesday, March 7, 2018

THE FINANCIAL AID ENOW-IT-ALL

Home State Grants « | View Students AES Accounts

Messages

There are currently no messages

State Grants

© View State Grants Dashboard © View My Exports
Standard Lists and Worklists View Exported Student Lists
© Create Mass Update Queue © View Weekly Update and Roster Alerts (NOtlﬁcatlonS)
Create Mass Update Queue Diownload from PageCenter
. : : You have no alerts.
© State Grant Education Costs © State Grant Disbursement Certification ° :
Education Cost Form Disbursement Certification Form

View My Exports

© Request Primary School Change

Change Primary School in Student Record O rd er M ate ria I S

Program Materials
Order loan processing forms, brochures & guides for
tudents, or and di forms.

Loan Processing

© View Students AES Accounts o . .
Account Access Tra|n|ng & Pub“C&thﬂS

Training Event Schedule
View upcoming training opportunities offered by AES.
Document Library

iew on
SErvices.

P + SY . and
Loan Notes

Access AES publications on FFELP news.
Commeon Manual

Access the Common Manual and other Common
Manual information.

Default Prevention

You Can Deal With It

Access a financial management website designed to
assist student loan borrowers with managing debt.
YCDWI Downloads

Access , tools and d loads to assist
student borrowers with financial management.

EDUCATIGNPLANNERE

Access g one-stop career and college planning site.

Home | State Grants | View Students AES Accounts

American
Education

Copyright © 2007-2018 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

1. Click View My Exports on the State Grant home page or drop-down list, or click the link in
the Alerts (Notifications) box on the right sidebar.
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The My Exports page displays.

The My Exports page is used to view a school user’s exports. It displays exports that are in prog-
ress, exports that are ready to download, and exports that have already been downloaded. The
export appears under the category corresponding to the export file’s status.

_Seﬂvch Grants EI SSN or Last Name E £ YourAcoount v Gontact Us
Alg_(i Welcome JAMES SMITH: Wednesday, November 5, 2014
-U THE FINANCIAL AID KNOW-IT-ALL
Home State Grants v | Loan Processing v | Reporis & Files v
My Exports
Requests In Progress
Export Name Date Requested Action

Requests Ready To Download

Export Name: Date Completed Action

TEST View Detalls 1110512014 09:50:58 AM == =)

Requests That Have Been Downloaded
Export Name Date Last Downloaded Action

af Wiew Details 1072412014 11:27:07 AM " mmmmm | [ Dete |

Home | State Grants | Loan Processing | Reports & Fies

Copyright © 2007-2014 Pennsylvania Higher Education Assistance Agency. AllRights Reserved.
o Education

2 oo Services

2. The Requests in Progress category displays exports that are not ready to download and
require longer processing time due to the size of the file. To stop processing, click Cancel.

NOTE: Currently, the process averages a download time of approximately 200 records per

minute. If an export fails to progress to the ready to download stage after the expected time
expires, please delete and try again. If the export fails repeatedly, please contact State Grant
and Special Programs.

3. The Requests Ready to Download category displays exports that have been processed
and are ready to download. Click Download to download the export file, click Delete to
delete the export file, or click View Details to review the export file details.

NOTE: Follow the prompts to download or delete the export file. Once the export file is
downloaded, it displays in the Requests That Have Been Downloaded category. Users
can download, delete or view the details of previously downloaded files using the same
instructions in step 2.
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The export details dialog box displays if the user selected, View Details on the My Exports
page.

_Saarch Grants EI SSN or Last Name E £ YourAccount v Gontact Us
Alec Welcome JAMES SMITH- Wednesday, November 5, 2014
.(6 'THE FINANCIAL AID KNOW-IT-ALL
Home State Grants w = Loan Processing v Reports & Files +
My Exports

Requests In Progress

Export Name Date Requested Action

Requests Ready To Download

Export Name Date Completed Action

TEST E DR

TEST Detail
Requests That Have Been Dowl Formati  XLS
Request Date: 11/05/2014 09:50:51 AM
EEE B —

Completed Date: ~ 11/05/2014 09:5058 AM

Available Until:  11/19/2014 09:50-58 AM

Description:  TEST

Alec‘ American

- Education
2y "o~d Services

The Format field displays the format of the export file, XLS or CSV.
The Request Date field displays the date and time the export was requested.
The Completed Date ficld displays the date and time the export was completed.

The Last Downloaded Date field displays the date and time the export file was last down-
loaded.

The Available Until field displays the last date and time the export file is available.

The Description field displays the description of the export file that was entered by the school
user during the export.
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Mass Update Queues

.Search Grants

B SSMN or Last Name
Alec
e

=N THE FINANCIAL AID KNOW-IT-ALL

Home State Grants Loan Processing Reports & Files

State Grants

© View State Grants Dashboard © View My Exports
Standard Lists and Worklists View Exported Student Lists

© Create Mass Update Queus © View Weekly Update and Roster
Create Mass Update Queue Download from PageCenter

Education Cost Form Disbursement Certification Form

© Resquest Primary School Change
Change Primary School in Student Record

Loan Processing

© View Students AES Accounts
Account Access

& Direct Access to the AES System
OC/Webconnect

Reports & Files

© Standard Reports
Page Center

© Send & Receive Files
Sterling File Gatewsy (Beta)

© Loan Entrance/Exit Counseling
Loan Counseling Reports

Home | State Grants | Loan Processing | Reports & Files

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

Refer to the following sections for more information:
» Create Mass Update Queues

» Edit Mass Update Queue

* Process Mass Update Queue

* Delete Mass Update Queue

© State Grant Education Costs © State Grant Disbursement Certification

Welcome,

#£¥ Your Account v Contact Us

John Smith - Friday, June 12, 2015

Messages

There are currently no messages

Alerts (Notifications)

View My Exporis

Order Materials

Program Materials
Order loan processing forms, brochures & guides for
tudents, or and forms.

Training & Publications

Training Event Schedule

View upcoming training opportunities offered by AES
Document Library

‘iew 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 to
assist student loan borrowers with managing debt.

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

EDUCATIONPLANNERS"

Access a one-stop career and collede planning site.

American
Eduecation

:? Services
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Create Mass Update Queues

School users can create mass update queues to update information for more than one student
record when certifying eligibility for the Pennsylvania State Grant.

.Search Grants D SSN or Last Name E #£¥ Your Account w Contact Us & Logout

Alec Welcome, JohnSmith - Friday, June 12, 2015

=N THE FINANCIAL AID KNOW-IT-ALL
Home | State Grants w | Loan Processing v | Reports & Files

State Grants Messages

There are currently no messages

© View State Grants Dashboard © View My Exports

Standard Lists and Worklists View Exported Student Lists
© Create Mass Update Queus © View Weekly Update and Roster Aler‘ts (NOtIﬂCﬁthnS)

Create Mass Update Queue Download from PageCenter

You have no alerts

© State Grant Education Costs © State Grant Disbursement Certification °

Education Cost Form Disbursement Certification Form §

View My Exports

© Request Primary School Change

Change Primary School in Student Record -

N . Order Materials

Program Materials
Loan Processin g Order loan processing forms, brochures & guides for

students, or deferment and discharge forms.

© View Students AES Accounts
Account Access o 3 =
Training & Publications
) Direct Access to the AES System g
Cefnensennact Training Event Schedule
View upcoming training opportunities offered by AES
Document Library
Wiew documentation on products, systems, and

Reports & Files

B senvices
© Standard Reports © Send & Receive Files i i
Page Center Sterling File Gatewsy (Beta) oan Motes
Access AES publications on FFELP news.
© Loan Entrance/Exit Counseling Comman Manual
Loan Counseling Reports Access the Gommon Manual and other Commeon

Manual information.

Default Prevention

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

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

EDUCATIGNPLANNERE

Access a ons-stop caresr and collsge planning ste

Home | State Grants | Loan Processing | Reports & Files

S "+-Jd Services

. American
Copyrght 1B 2007 2015 Benneyheanis Higher Echicabon Asmetane: Agency- All Rights Reesrve. Alec ‘ Ehnoatoan

1. Click Create Mass Update Queue from the State Grants Home page, the State
Grants drop-down list or on the State Grants Dashboard.

NOTE: For academic years prior to 2018-19, refer to the Create Mass Update Queue for Years
Prior to 2018-19 section in this document.
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The Step 1 of 4 — Name Your Queue and Select Settings page displays.

o ey I= © vou Account = contzets

Alec Welcome, JANE USERNAME ~ Wednesday, March 7, 2018
Y

TF-F | THE FINANCIAL AID KNOW-IT-ALL

Home State Grants = | View Students AES Accoun it

Step 1 of 4 - Name Your Queue and Select Settings

Mass Update Queue: [Enter a Descriptive Name for Your Queue

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

| 2018-2019 ACADEMIC|v||

Branch Campus for Students to be Updated
Student Records will be Updated from the Campus below.
PHEAA QUARTER UNIVERSITY

Term(s)

[ Fall [J winter [ Spring

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

O Update Records ) Cancel or Reinstate Records

American

Education
d Services

2. Inthe Mass Update Queue ficld, enter a descriptive name for the queue.
3. Inthe Period field, click the down arrow and select the academic period for the mass update.

4. In the Branch Campus for Students to be Updated ficld, click the down arrow and
select the branch campus for which the updates are being made.

NOTE: The Branch Campus for Students to be Updated ficld displays the school
branches or corporate headquarters for which the school user is authorized to make updates.
Users with authorization for multiple campuses must make a selection.

5. In the Term(s) field, check the term(s) for the mass update.

6. Inthe Update Type ficld, check Update Records or Cancel or Reinstate Records.
Refer to the Update Queue and Cancel or Reinstate Queue sections for more information.

NOTE: The Ready to Succeed option displays only for approved schools in the Update
Type field. Refer to user guide WB0139-School Portal Ready-to-Succeed Scholarship
Partner Interface_User Guide_ PHEAA for more information about the Ready to Succeed
programs.
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Update Queue

Update Queue is used to update all student records in the queue with the exact same school enroll-
ment or credit information.

_Saﬁmh Grants VI IQ £+ Your Account >  Contact Us

Alec Welcome, JANE USERNAME ~ Wednesday, March 7, 2018
A~

'U THE FINANCIAL AID KNOW-IT-ALL

Home State Grants = | View Students AES Accounts

Step 1 of 4 - Name Your Queue and Select Settings

Mass Update Queue: |Enter a Descriptive Name for Your Queue |

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

|2018-2019 ACADEMIC[v ||

Branch Campus for Students to be Updated
Student Records will be Updated from the Campus below.
PHEAA QUARTER UNIVERSITY

Term(s)

[ Fall [ winter [ Spring

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

OUpdate Records O Caneel or Reinstate Records

Cancsl || Continue

1. Inthe Update Type ficld, select Update Records.

2. Click the Continue button.
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The Step 2 of 4 — Add Students to Your Mass Updates Queue page displays.

_Search Grants IQ 8% YourAccount v ContactUs  [CIEGTel

Welcome, JANE USERNAME - Friday, March 9, 2018

Alec
N
U'v THE FINANCIAL AID KNOW-IT-ALL

Home State Grants ~ View Students AES Accounts

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

Mass Update Queue: Mass Update Test 1 [# Edit Qusue Name

Period: 2018-2019 ACADEMIC Campus: PHEAA QUARTER Term(s). Fall Update Type:  Update Records
UNIVERSITY

123455671
123456674
12345670

Add Records

*100 Records Maximum

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

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

3. To add records to the mass update queue, enter SSNs for each record that should be updated in
the text box, up to 100 records. The SSN must be numeric and may contain dashes. Use com-
mas, spaces, returns or tabs to separate more than one SSN.

4. Click the Add Records button.
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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.

_Search Grants I Q ¥ Your Account v  Contactus  [LNEIel

Alec Welcome, JANE USERNAME - Friday, March 9, 2018

"  TuE FINANCIAL AID KNOW-IT-ALL

Home State Grants » | View Students AES Accounts

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

Mass U pdate Queue: Mass U pdate Test 1 Q Edit Queue Name
Period: 2018-2019 ACADEMIC Campus: PHEAA QUARTER Term(s): Fall Update Type:  Update Records
UNIVERSITY
Add Records |

*100 Records Maximum

3 records added tc Queve. Displaying 1 - 3 out of 3 records.

Student Name SSN Account # Dio/B Address City State
REMOVE AMY STUDENT 123456670 RRRRRRRRRE STUDENT IS INDEP-130 L HARRISBURG PA
REMOVE DAN STUDENT 123456671 11122111 DEP NEEDS 250 LTR 130 CODE J HARRISBURG FA
REMOVE GREG STUDENT 123456674 11111441111 WEB FORMELIG - PARA2D HARRISBURG FA
Delete Queue | ‘ Continue »

5. To remove records, click the REMOVE link to the left of the student record.
6. Click the Continue button. To delete the queue, click the Delete Queue button.

NOTE: If the school user clicks Delete Queue, the Delete Queue dialog box displays.
Click the Yes, Delete Queue button to confirm the deletion.

Delete Queue

Are you sure you want to Delete this Queue?

You will lose any settings you have created.

: Cancel | | Yes, Delste Queue
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The Step 3 of 4 — Choose the Updates for Your Queue page displays.

_Search Grants ﬂ IQ % YourAccount v ContactUs  [LlTuleld

Welcome, MELISSA LESHKO - Friday, March 9, 2018

Alec
N
I  1HE FINANCIAL AID KNOW-IT-ALL

Home State Grants ~ View Students AES Accounts

Step 3 of 4 - Choose the Updates for Your Queue

Mass Update Queue: Mass Update Test 1 [# Edit Queve Name

Period: 2018 - 2019 ACADEMIC Campus: PHEAA QUARTER Term(s): Fall Update Type:  Update Records
UNIVERSITY

School Information

Select the changes you want to make to the student records. Leave a field blank if
it does not apply for all students added to the mass queue.

Program of Study: |C - Bachelor's Degree (Al OtherMajuﬂ|

Housing Status: |1 - Dormitary ﬂ|

Enroliment Status: |3 - Half-time Student ﬂ|

IR VT - Up fo 50% distance education [

« Previous | ‘ Continue »

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

The Period, School, Campus, Term(s) and Update Type fields display the information that
was entered in step one.

Updates can be made to school enrollment information.
School Information

7. In the Branch Campus Change field, click the down arrow and select the new branch
campus.

NOTE: The Branch Campus Change ficld displays only if the school has more than one
branch or corporate headquarters and the school user is authorized to make updates. Users
with authorization for multiple campuses may make a selection.

8. In the Program of Study ficld, click the down arrow and select a program of study.

9. In the Housing Status field, click the down arrow and select a housing status.
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10. In the Enrollment Status field, click the down arrow and select an enrollment status.

11. In the Enrollment Mode field, click the down arrow and select the percentage of the stu-
dent’s classroom or distance education enrollment from the drop-down list.

NOTE: If the Program of Study field selection is Distance Education, then the Enroll-
ment Mode field is protected.

12. Click the Previous button to return to step two, or click the Continue button.
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The Step 4 of 4 — Review Your Mass Update Queue page displays.

_Smmh Granis VI IQ ¥ YourAccount v  ContactUs  [DJJEEel

Alec Welcome, JANE USERNAME - Friday. March 9, 2018

CF-CF  THE FINANCIAL AID KNOW-IT-ALL

Home State Grants ~ | View Students AES Accounts.

Step 4 of 4 - Review Your Mass Update Queue

Mass Update Queue: Mass Update Test 1 [# Ecit Queue Name

Period: 2018 - 2019 ACADEMIC Campus: PHEAA QUARTER Term(s): Fall Update Type: Update Records
UNIVERSITY

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

These Records will be Updated

Edit

Student Name SSN
DAN STUDENT 123456671
GREG STUDENT 123456674

With These Changes

Program of Study Bachelor's Degree (All Other Majors) Edit
Housing Status. Dormitory
Enroliment Status: Half-time Student

Enroliment Mode: Up to 50% distance education

Delete Queue | | Exportto Excel | [ECUINEVICIVEGTN S

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

The These Records will be Updated section displays a list of student names and SSNs that
will be updated.

13. Click the Edit button to return to step 2 to edit the list of SSNs.

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

14. Click the Edit button to return to step 3 to edit the updates that will be made.
15. To delete the queue, click the Delete Queue button.

NOTE: A confirmation box, not shown, displays if the school user clicks Delete Queue.
Click Yes, Delete Queue to delete the queue.
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16. Click the Export to Excel button to export the update criteria to an Excel spreadsheet. See
Appendix B - Export Mass Update Reports to Excel for more information.

17. Click the Run Mass Update button to run the update.
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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 I Q £% Your Account ~  Contact Us
Alec Welcome, JANE USERNAME - Friday, March 9, 2018
- THE FINANCIAL AID KNOW-IT-ALL
Home | State Grants ¥ | iew Students AES Accounts
Period: 2018 - 2019 ACADEMIC Campus: PHEAA QUARTER Termis): Fall Update Type: Update Records

UNIVERSITY

Successful Updates

SSN Student Name Fall Award/Reject Winter Award/Reject Spring Award/Reject Details
123456671 DAM STUDENT 31,138 $1,138 §1,138 Record successfully updated
123456674 GREG STUDEMNT 31,138 $1,138 §1,138 Record successfully updated

| ExporttoExcel || Create Another Mass Updats |

Home | State Grants | dents AES Accounts
Contact Us | Privacy Pe aof Use

Copyright © 2007-201 i Higher Education Assistance Agency. All Rights Reserved.

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

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

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

The Unsuccessful Updates section, not shown, 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.

18. Click the View Records Individually link, not shown, to cycle through the records that
have not been updated successfully.

19. Click the Export to Excel button to export the mass update report to an Excel spreadsheet.
See Appendix B - Export Mass Update Reports to Excel for more information.
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20. Click the Create Another Mass Update button to create another mass update queue using
the instructions in this section.
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Cancel or Reinstate Queue

Cancel or Reinstate Queues are used to update student records with cancellations or to reinstate
awards. Cancellations include not enrolled, graduated and rejections for not making satisfactory
academic progress. Reinstatements reverse those cancellations and reject reasons.

Alec Welcome, JAMES SMITH Wednesday, November 5, 2014

oy
T e rvanciAL AID kNOW-IT-ALL

Home | Stale Granis v  Loan Processing v | Reporis&Files v

Step 1 of 4 - Name Your Queue and Select Settings

Mass Update Queue: Enter a Descriptive Name for Your Q

Period

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

Branch Campus for Students to be Updated
Student Records will be Updated from the Campus below.

Pheaa Quarter University

Term(s)

[] Fall [T Winter [T Spring

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

© Update Records © Cancel or Reinstate Records

| Cancel | |

1. Inthe Update Type ficld, click Cancel or Reinstate Records.

2. Click Continue.
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The Step 2 of 4 — Add Students to Your Mass Updates Queue page displays.

£¥ YourAccount ¥  ContactUs  [RMIERRelN

Alec Welcome, JAMES SMITH-Wednesday, November 5, 2014

T raE FIvANCIAL AID KNOW-IT-ALL

Home | StaleGranis v  LoanProcessing v | Repors &Files v

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

Mass Update Queue: test @ Edit Queue Name
Period: 2014-2015 ACADEMIC Campus: PHEAA QUARTER Term Fall, Winter, Update Type: Cancellation /
UNIVERSITY (s): Spring Reinstatement

123456783, 123456789

Add Records |

*100 Records Maximum

Home | State Grants | Loan

s American
Alec ‘ - Education

< -] Services

Contact Us | Privacy Policy

Copyright © 2007-2014 Per igher 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.

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.

Alec Welcome, JAMES SMITH- Wednesday, November 5, 2014
A~

I THE FINANGIAL AID KNOW-IT-ALL

Home | StaleGranis w  LoanProcessing | Repors &Files v

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

Mass Update Queue: test @' Edit Queue Name
Period: 2014-2015 ACADEMIC Campus: PHEAA QUARTER Term Fall, Winter, Update Type: Cancellation /
UNIVERSITY (s): Spring Reinstatement
Add Records.

100 Records Maximum

2records added to Queue. Displaying 1 -2 out of 2 records.

Student Name ssN Account # DIO/B  Address city State
REMOVE  APRIL STUDENT 123456789 1234567890 1200 NORTH MAIN STREET HARRISBURG ~ PA
REMOVE ~ APRIL STUDENT 123456789 1234567890 1200 NORTH MAIN STREET HARRISBURG ~ PA
Delete Queve | | Continue >

Home | State Grants | Loan Processing | Reports & Files

A]_ec American
Contact Us | Privacy Policy | Terms of Use = Education

2y "o-d Services

Copyright © 2007-2014 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

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

Remove.

6. 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.

Alec
N~
I THE FINANCIAL AID KNOW-IT-ALL

Home | StaleGrants v  LoanProcessing v | Repors &Files v

Step 3 of 4 - Choose the Update Type for Your Queue

Mass Update Queue: test

E 8 YourAccount ¥ ContactUs  [RMIfelte

Welcome, JAMES SMITH-- Wednesday, November 5, 2014

[# Edit Queue Name

Period: 2014-2015 ACADEMIC Campus: PHEAA QUARTER
UNIVERSITY

Cancellation

Term Fall, Winter, Update Type: Cancellation /
(s): Spring Reinstatement

Reinstatement

Select the type of Cancellation you want to make to the student
records.

©) Cancellation - Student Graduated
19 Cancellation - Not Enrolled
O Cancellation - Progress Reject

Select the type of Reinstatement you want to make to the student
records. The Reinstatement Type must match the Cancellation type for
those records.

Reinstate Students - Graduated
©) Reinstate Students - Now Enrolled
. Reinstate Students - Progress Reject

Home | State Grants | Loan Processing | Reports & Files

Contact Us | Privacy Policy | Terms of Use

Copyright © 2007-2014 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

| <Previous | | Continue

- Education

Alec American
2y "od Services

The Mass Update Queue field 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 ficlds display the information that
was entered in step one.

Cancellation

7. Select the type of cancellation to make to the student records.

Reinstatement

8. Select the type of reinstatement to make to the student records. The reinstatement type can
only be used with a previous cancellation and must match the cancellation type.

9. Click the Previous button to return to step two, or click the Continue button.
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The Step 4 of 4 — Review Your Mass Update Queue page displays.

Alec Welcome, JAMES SMITH-Wednesday, November 5, 2014
AN~

T ruE FIvANGIAL AID KNOW-IT-ALL

Home State Grants »  Loan Processing v | Reports & Files v

Step 4 of 4 - Review Your Mass Update Queue

Mass Update Queue: test [ Edit Queve Name
Period: 2014-2015 ACADEMIC Campus: PHEAA QUARTER Term Fall, Winter, Update Type: Cancellation /
UNIVERSITY (s):  Spring Reinstatement

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 STUDENT 12345679
With These Changes

Record Type Change: Cancellation - Not Enrolled 2t

Delete Queve | | Exportto Excel | [AUNLIGILGIA S

Home | State Grants | Loan Processing | Reports & Files

Contact Us | Privacy Policy | Terms of Use

Copyright © 2007-2014 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.
10. Click Edit to return to step 2 to edit the list of SSNs.

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

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

12. To delete the queue, click the Delete Queue button.

NOTE: A confirmation box, not shown, displays if the school user clicks Delete Queue.
Click the Yes, Delete Queue button to delete the queue.
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13. Click the Export to Excel button to export the update criteria to an Excel spreadsheet. Refer
to Appendix B - Export Mass Update Reports to Excel for more information.

14. Click the Run Mass Update button to run the update.
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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.
[ = B o o GED
Alec Welcome, JANE USERNAME -*Friday, March 9, 2018
- THE FINANCIAL AID KNOW-IT-ALL
Home State Grants Wiew Students AES Accounts
Pericd: 2018 - 2019 ACADEMIC Campus: PHEAA QUARTER Term{s): Fall Update Type:  Update Records

UNIVERSITY

Successful Updates

SSN Student Name Fall Award/Reject Winter Award/Reject Spring Award/Reject Details
123456671 DAMN STUDENT 31,138 51,138 §1,138 Record successfully updated
123456674 GREG STUDENT 31,138 51,138 §1,138 Record successfully updated

| ExporttoExcel || Greate Another Mass Update |

Home | State Grants | View Students AES Accounts

Copyright © 2007-201 ia Higher Education Assistance Agency. All Rights Reserved.

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

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

The Successful Updates — Pending Review section, not shown, 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, not shown, 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.

15. Click the View Records Individually button, not shown, to cycle through the records that
have not been updated successfully.
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16. Click the Export to Excel button to export the mass update report to an Excel spreadsheet.
See Appendix B - Export Mass Update Reports to Excel for more information.

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

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

_Sean:h Grants IQ €& vourAccount v ContactUs  [CJJEEReNd

Alec Welcome, JANE USERNAME - Tuesday, March 13, 2018

- THE FINANCIAL AID KNOW-IT-ALL

Home State Grants ~ Wiew Students AES Accounis

State Grants Dashboard 2013-2019 ACADEMIC[ ]| period for [ 99999397 PHEAA QUARTER UNIV[v||
Complete - Active School o 1] o a o i) o o o
Eligibility has been determined
for these records. Some of the 4 PHEAA/Students 1] 0 o] [a] 1 0 o 1] 3
tarms may include need based
T Total 0 0 0 0 1 [1} 0 0 3
Incomplete - Active School 1] 0 o [a} 0 ] 1] o [
These records are missing
information or are under review. 0 PHEAA/Students D 0 o i o i [ o [}
Some of the terms may include
TR TTERE Total [1} 0 o 0 1} [1} 0 a o
All Statuses School o 0 o o o 0 o 1] o
Includes complete and
incomplete records for Active, 4 PHEAA/Students. (1] 0 o o 1 1] 1} (1) =
Reject and Inactive statuses

Total i 0 o o 1 D 0 o 3

= SHOW MORE STATUSES

J State Grants || Ready to Succeed |

View Ros
ate @ Create Mass Update View Roslers
g © View Weekly Update and Roster
Download from PageGenter

Process State Grants Mass Uy

Queue Name Date Created Actions

Mass update queue test 2 1 03/13/2018 01:09 PM Edit Process Delete

Home | State Grants | View Students AES Accounts
Contact Us | Privacy Policy | Terms of Use

Copyright © 2007-2018 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

1. Click the Edit link 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 Granis IQ £ YourAccouni v ContactUs  [CNEJelN

Alec Welcoms, JANE USERNAME - Friday, March 9, 2013

“J  THE FINANCIAL AID KNOW-IT-ALL

Home Siate Grants ~ | View Students AES Accounts

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

Mass Update Queue: Mass Update Test 1 [# Ecit Quzue Hame
Period: 2018-2019 ACADEMIC Campus: PHEAA QUARTER Termis). Fall Update Type:  Update Records
UNVERSITY
| Add Records

*120 Records Maximum

3 records added to Queue. Displaying 1 - 3 out of 3 records
Student Name SSN Accaunt # D/O/B Address City State
REMCVE AMY STUDENT 123456670 1111111111 STUDENT ISINDEP-"3C L HARRISBURG FA

DAN STUDERT 123455671 1111221111 DEFNEEDS 250 LTR 130 CCDE J HARRISBURG FA

REMCVE GREG STUDENT 123456674 11111441711 WZBFORM ELIZ - PARAZD HARRISBURG PA

Delete Quauz H Continue »

Make changes to the mass update queue using the instructions in the Create Mass Update Queues
section.
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Process Mass Update Queue

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

_Searl:h Grants I Q £ Your Account v  ContactUs [ Reld

Welcome, JANE USERNAME - Tuesday. March 13, 2018
ec
- THE FINANCIAL AID KNOW-IT-ALL
Home | StsteGrants w | View Students AES Accounts
State Grants Dashboard 20182019 ACADEMIC| || period for [ 89999997 PHEAA QUARTER UNIV[~||
pmses By S i = > = = = = JOSAY
Complete - Active School [:} 0 o 0 o o o [:} o
Eligibility has been determined
for these records. Some of the 4 PHEAAStudenis o o o a 1 o o o 3
terms may include need basad
SISOt Total o sl 3} 3} 1 o [z} 0 3
Incomplete - Active School o o o a o o o o o
These records are missing
information or are wnder review. o PHEAAStudenis o 1] o a o o o o o
Some of the terms may include
SISO IS SatlB Total o o o 1} o o o o o
All Statuses School 3} o o o ] 0 ] 1} o
Includes complete and
incomplete records for Active, 4 PHEAA/Students o o o o 1 o o o 3
Reject and Inactive statuses
Total [:} 0 o o 1 [:} ] 1} 3

= SHOW MORE STATUSES

J State Grants || Ready to Succeed |

View Rosters
Process State Grants Mass Update o

Wiew ‘Weekly Update and Roster
Gueue Name Records Date Created Actions Pewnlaad frem Pageteant=r

Mass update queue test 2 1 03/13/20138 D1:08 PM Edit Process Delete

Home | State Grants | View Students AES Accounts

Contact Us | Privacy Policy | Terms of Use

Copyright @ 2007-2018 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

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.

-Seamh Grants IQ 2% Your Account v Contact Us

Alec Welcome, JANE USERNAME  Tuesday, March 13, 2018

- THE FINANCIAL AID KNOW-IT-ALL

Home Stste Grants v | ‘Jfiew Students AES Accounts

Step 3 of 4 - Choose the Updates for Your Queue

Mass Update Queue: Mass update queue test 2 [# Ecit Queve Name

Period: 2018 - 2019 ACADEMIC Campus: Pheaa Quarter University Term(s): Fall, Spring Update Type:  Update Records

School Information

Select the changes you want to make to the student records. Leave a field blank if
it does not apply for all students added fo the mass gueue.

0GR UL HIRI C - Bachelor's Degree (All Other Maic

Housing Status: [2- Commuter ]
Enrollment Status: |3 - Helf-time Student ~
Enroliment Mode: [ 1- 100% classroom instruction ]

<« Previous ] [ Continue »

Home | State Grants | View Students AES Accounts
Contact Us | Privacy Palicy | Terms of Use

Copyright © 2007-2018 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

Process, or run, the mass update queue using the instructions in the Create Mass Update Queues
section.
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Delete 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.

_Seand1 Grants IQ £ Yowr Account v  ContactUs  [COLrlens

Alec ‘Welcome, JANE USERNAME - Tuesday, March 13, 2018

THE FINANCIAL AID KNOW-IT-ALL

Home State Grants v Wiew Students AES Accounts
State Grants Dashboard 2018-2019 ACADEMIC || period for- 99999897 PHEAA QUARTER UNIV[> |
e wnw e [
Complete - Active School ] 0 0 0 ] 0 0 o o
Eligibility has been determined
for these records. Some of the 4 PHEAA/Students o o o o 1 o o o 3
terms may include need based
=== Total o 0 0 o 1 o ] o 3
Incomplete - Active School o o 0 (8] o o 1] a (4]
These records are missing
informstion or are under review. 1] PHEAA/Students o o o o o ] o o o
Some of the terms may include
DA EERE Total o 0 o o o [:} 0 a ]
All Statuses Schoal o 0 o [} o (1] o (1] o
Includes complete and
incomplete records for Aclive. 4 PHEAA/Students. o o o o 1 (1] o o 3
Reject and Inactive statuses
Total o o o o 1 o 1] a 3

* SHOW MORE STATUSES

J State Granis || Ready to Succeed |

View Rosters
Create Mass Update
Process State Grants Mass Update
- g © View Weekly Update and Roster
Download from PageCenter

Queue Name Records Date Created Actions

Mass update queue test 2 1 03/13/20138 D1:08 PM Edit Process Delete

Home | State Grants | View Students AES Accounts

Contact Us | Privacy Policy | Terms of Use

Copyright © 2007-2018 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

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

Delete Queue

Are you sure you want to Delete this Queue?

You will lose any seftings you have created.

| Cancel | | Yes. Delete Queue |

2. Click the Yes, Delete Queue button to delete the mass update queue or click the Cancel
button to close the dialog box without canceling the mass update queue.
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Request Primary School Change

School users can submit a request to update the student’s Primary School for the current academic
year. Beginning with the 2016-17 academic year, secondary (alternate choice 2 through 10) do not
display in the State Grant system. All requests must be made from the Home page or from the
State Grants drop-down list.

-Search Grants M 55N or Account No I Q ¥ Your Account »  ContactUs LRG0T

Alec Welcome, JANE USER - Wednesday, March 7, 2018
T

'U THE FINANCIAL AID KNOW-IT-ALL
Home Slate Grants + | View Students AES Accounts

State Grants Messages

There are currently no messages

0 View State Grants Dashboard © View My Exports
Standard Lists and Worklists View Exported Student Lists
0 Create Mass Update Queue 0O View Weekly Update and Roster Alerts (NUtlﬂCﬁthﬂS)
Create Mass Update Queug Download from PageCenter
: : - You have no alerts
0 State Grant Education Costs © State Grant Disbursement Certification ° :
Education Cost Form Disbursement Ceriific ation Form

View Wy Exporis
© Request Primary School Change
Change Primary School in Student Recerd O rder M ate T‘la | S

Program Materials
Order loan processing forms, brochures & guides for

LO dan P rocessin g students, or deferment and discharge forms.

0 View Students AES Accounts o . .
Account Access Training & Publications

Training Event Schedule

View upcoming training opporfunities offered by AES.
Document Library

Vfiew 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 to
assist student loan borrowers with managing debt.

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

EDUCATIGNPLANNERS

ACCess & one-stop career and college planning ste.

Home | State Grants | View Students AES Accounts

Copyright & 2007-2018 Pennsylvania Higher Education Assistance Agency. All Rights Reserved. Education

1. Click Request Primary School Change on the Home page or select it from the State
Grants drop-down list.
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The Change Primary School Request screen redisplays when the primary school user makes
a request from the State Grant Home page or drop-down list and when the secondary school user
makes a request from the Student Record.

_Seﬁrch Grants u I Q

Alec
P

O a6 rivanciaL A KNOW-IT-ALL

£% YourAccount ¥  ContactUs  [CNELLell

Tuesday, March 13, 2018

Welcome, [JANE USERNAME

Home State Grants v | View Students AES Accounts

Change Primary School Request

SSN:| 123445667

Changes submitted will be reviewed by PHEAA,
Period: 2018 - 2019 ACADEMIC

Student's Last Name:

When submitting this form prior to the start of the term and/or student's actual enrollment, | am verifying that a statement from the student
authorizing the enroliment change is on file.

School Information

Enter detailed information for each available term. All fields are required.

Fall

Winter

Spring

Branch Campus:

Program of Study:

Housing Status:

Enrollment Status:

Pheaa Quarter University

Pheaa Quarter University

Pheaa Quarter University

| C-Bachelor's Degree (A ‘

|C-Bachelm'5 Degree (A‘

‘ C-Bachelor's Degree (A |

| 2-Commuter ‘

| 2-Commuter ‘

‘Q-Cnmmuler |

| 2-Full Time-Evening ‘

|J-RTSS Half Time (HT) [v|

[o-=755 Hr Eve RemedY]

2. Inthe SSN field, enter the student’s nine-digital Social Security number.

3. Inthe Student’s Last Name field, enter the student’s last name.
NOTE: The SSN and Student’s Last Name ficlds may be system-populated when a sec-
ondary school user accesses the Change Primary School Request screen through the
Student Record.

In the School Information section, select the appropriate information for each term.

NOTE: PHEAA disables the fall term annually around September 30th. The winter term dis-
plays for all schools—even those on a semester schedule—but data is not required.
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4. Click the down arrow in the Branch Campus field and select a branch campus from the
drop-down list, if applicable. If not applicable, this field displays the name of the school and
cannot be changed.

5. Click the down arrow in the Program of Study field 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 ficeld.

6. Click the down arrow in the Housing Status ficld and select a housing status from the drop-
down list.

7. Click the down arrow in the Enroliment Status field and select the student’s enrollment sta-
tus from the drop-down list. This includes enrollment status for the RTSS program.

8. Click Submit to submit the request, or click Cancel to return to the State Grant Dash-
board without submitting the changes.
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The Change Primary School Request redisplays with a message the school change was suc-
cessful.

-Search Grants IQ ¥ Your Account ¥ Contact Us

Alec Welcome, JANE USERNAME - Tuesday, March 13, 2018
P

-U THE FINANCIAL AID KNOW-IT-ALL

Home State Grants ~ View Students AES Accounts

Change Primary School Request

‘ Updates were succesfully submitted.

SSN: 123445667

Period: 2018 - 2019 ACADEMIC

Student's Last Name:  Smith

School Information

Fall Winter Spring
Branch Campus: Pheaa Quarter University Pheaa Quarter University Pheaa Quarter University
Program of Study: Bachelor's Degree (All Other Bachelor's Degree (All Other Bachelor's Degree (All Other
Majors) Majors) IMajors)
Housing Status: Commuter Commuter Commuter
Enrollment Status: Full Time-Evening RTSS Half Time (HT) Full Time-Evening

‘ Update Another Student

9. Click Update Another Student to request another school update.

IMPORTANT! Requests are processed manually by date in the order in which they are
received. Secondary school users can view the open request on the Activity Log on the Stu-
dent Record. See Activity Log for more information.
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Access Disbursement Certification

School users can access the Disbursement Certification form from the Home page or from

the State Grant drop-down list.

Alec
o
-O THE FINANCIAL AID ENOW-IT-ALL
Home State Grants w Loan Processing w Reports & Files

State Grants

© View State Grants Dashboard
Standard Lists and Worklists

© View My Exports
Wiew Exported Student Lists

© View Weekly Update and Roster

Download from PageCenter

Create Mass Update Queue
Create Mass Update Queue

© State Grant Disbursement Certification

Education Cost Form Disbursement Certification Form

o
© State Grant Education Costs
o

Request Primary School Change
Change Primary School in Student Record

Loan Processing

© View Students AES Accounts
Account Access

& Direct Access to the AES System
OCVebconnact
Reports & Files

© Send & Receive Files
Sterling File Gatewwvay (Beta)

© Standard Reports
Page Center

© Loan Entrance/Exit Counseling
Loan Counseling Reports

Home | State Grants | Loan Processing | Reports & Files

Copyright @ 2007-2015 Pennsyhania Higher Education Assistance Agency. All Rights Reserved.

£¥ Your Account =

Welcome,

Contact Us Logout

John Smith - Friday, June 12, 2015

Messages

There are currently no messages

Alerts (MNotifications)
© 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
iew upcoming training opportunities offered by AES.
Document Library

iew documentation on products, systems, and
services

Loan Notes

Access AES publications on FFELP news.
Commean Manual

Access the Common Manual and other Common
Manual information

Default Prevention

You Can Deal With It

Access a financial management website designed to
assist student loan borrowers with managing debt.
YCDWI Downloads

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

EDUCATIGNPLANNERE"

Access a one-stop career and college planning ste

American
Education
Services

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

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

American Education Services

AES Document Library

Disciaimer | Privacy

Home Logout

® Main Menu

® Asset Management Reports
Documentation

® BPAMS: Business Pariner
Access Management System

® Compliance
@ Newsletters
® Financial Aid Senvices

® Loan Origination/FTS Refund

@ PA School Services
® PageCenter Guide
® Special Programs

@ State Grant Program

Main Menu / State Grant Program / Certification Procedures, Workshop Materials and Roster Certification Page

Costs and Award Adjustments Webinar

Revised 2014-15 Academic Year and 2015 Summer Cerification Procedures

demic Year and 2014 Summer Cerlification Pracedures

achment 2014 Summer Amendment

2013-14 Certification Procedures Workshop Presentation

Bl Transmission Best Practices Handout

2-13 Academic vear and 2013 Summer Cerification Procedures

3 Ceification Procedures Workshop Presentation (Power Point Presentation)

2. Click XXXX-XX State Grant Disbursement Roster Certification Page. XXXX-XX
indicates the academic year.
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In 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: -
4. Date of Roster: - - -

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 gualifying 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 one certified copy of this roster certification page must be returned 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. MName/Title 6. Date

- - -

7. E-Mail Address of School Official

3. Inthe OE Code ficld, 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.
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5. Click the down arrow in the Certification Period ficld and select a certification period from
the drop-down list.

6. Click the down arrows in the Date of Roster field 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 Disburse-
ment Certification form was completed.

9. Inthe E-Mail Address of School Official ficld, 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 COM-
PASS screen using transaction FCS5S.

IMPORTANT! School users should print this page prior to submission and keep a copy for
their records.
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Appendix A - Eligibility Summary Data on FGOB and the Partner Inter-
face

PHEAA offers school users the ability to view a student’s history using the Grant Eligibility
Search transaction (FGOB) or the Eligibility Summary page on the Partner Interface—the FGOB
equivalent on the Web. The ability to view this information is necessary for certifying that a stu-
dent meets the satisfactory academic progress requirements for the Pennsylvania State Grant Pro-
gram; however, for compliance and security purposes, PHEAA must limit the data a school user
can view. In order to view the current and prior year information for a student, schools must be the
primary choice in a State Grant record for which eligibility has been determined* for the aca-
demic year. The table below provides examples.

Available Data on FGOB/Eligibility

Conditions
Summary

*  Current academic year *  Your school is a primary choice in the State

e All prior academic years Grant record for at least one term of the current
year; AND

* The State Grant record is in either an award or
reject status

* No available data *  Your school is a primary choice in the State
Grant record for at least one term of the current
year; AND

*  The current record is incomplete but not
rejected; AND

*  Your school was never a primary choice in a
prior award year; OR

*  Your school has never been a primary choice
on a completed or incomplete State Grant
record.

*  All prior academic years *  Your school was a primary choice in a prior
award year but not in the current award year.

*  Upcoming academic year *  Your school is the primary choice for summer
e Current summer term term; AND

e All prior year data *  The summer term record is in either an award
or reject status.

The summer term is treated as a “header” for purpose of the Eligibility Summary. When applicable, the Eli-
gibility Summary in the Partner Interface displays history prior to the 2007-08 academic year just like
FGOB.

*Most records where eligibility has been determined have a status of Complete/Active or Complete/
Reject; however, Incomplete/Rejects are considered to have had an eligibility determination for pur-
poses of this display.
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Appendix B - 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.

Xd9- -5 B U pdateReportl] [Protected View] = Microsoft Excel = )
m Home Insert Page Layout Formulas Data Review View Acrobat @ @ o B

0 Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing X
Al - Jfi | Mass Update Queue: update records 2

A B c D E E: G H | J K L 1] N 0 P Q R 5=
Mass Update Clueue: update records

2 08/07/2013 - 12:02:38

3

4

5 [Settings

[ School:  PHEAA QUARTER UNIVERSITY
7 Period: 2013 A

8 Term:  Fall

] Update Type:  UPDATE

10
1

12|Changes for this Mass Update:
13 Housing Status:  Off Campus
14

15

16 |Records to be Updated
17 SSN Student Name
123456789 April Applicant
18
18
2 L
2
n
7 M
4 ¥ | Settings 4] 1 [ |
Select destination and press ENTER or choose Paste |FEEE 8% j () + |
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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 a four-page Excel spreadsheet. The first page 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 tabs display a list of the students by the following update statuses: Successful,
Pending Review, and Unsuccessful.

B C D E E G H J K E

A
Mass Update Clueue: State Grant Mass Update

07/14/2015 - 12:50:16

[T

Settings
School: PHEAA QUARTER UNIVERSITY
Period: 2014 A

Term: Fall,Winter,Spring

w e [~ |o | e w e .

Update Type: UPDATE

12|Changes for this Mass Update:

13 Housing Status  Off campus

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

A B c D E F G H 1 ... ?
1 |Successful Updates
2 SSN Student Name Details:
- 123456789 APPLICANT, APRIL Record successfully updated.
i
4
5
6
7
8
9
10
1
12 =
13
14
15
16
T
18
d 19
20
21 i
2= i
| X i
24
25 L
26
27 =
4 4 » v | Settings | Successful .~ Pending Review Unsuccessful [IERN! L | (30|
Ready | |EHI O] 0 1005 (=) O Tl |
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Appendix C: Prior Years Information

This section of the document describes screens that display different fields for prior years.
Award Information — Secondary School (2-10 College Choice)

For academic years prior to 2016-17, the Award Information tab displays a section labeled
Estimated Eligibility for Your Institution between the Student Information and Grant
Information sections when the user is not listed as a primary school in the State Grant record.
Beginning with the 2016-17 academic year, the Award Information tab does not display for

secondary school users. See Appendix A - Eligibility Summary Data on FGOB and the Partner
Interface for more information.

Institutions are NOT Permitted to Use this Data to Credit an Award displays in red to
the right of Estimated Eligibility for Your Institution.

Avward Information Actvity Log Application Info
dent Information
sddress: 1200 North Main Street Phono:  [F17) 720-6666  Smail:  studentemailaddress@pheaaorg H.S. Gradustion: 2014
Harrisburg, P& 17102
Estimated Eligibility for Your Institution nstitutions are WOT Parmitted to Use this Data 1o Gradit an Award
Academic Year
Fall Wirer Spring Total
Alternate Schoel: SOESeEST-01 SoeEsenT_01
Phaaa Quarter Pheas Quarier
niversity University
Full Tirme Award: 31,223 51,223 54,802
Part Time Award: 3611 5611 57,444
Housing Status Coammuster Commuter

If the student will be enrolled at your institution for the current Academic Period, you can submit a request 1o change the student’s
school to your school.

Change Student's Schoo
Sran T n
Academic Year
Fall Wiinber Bpring Total
Sahool Name (OE Code): 89099850-01 B9S9883B6-01
Pheaa Uniwersity Of Pheaa University Of
Harrisburg Hamabung
Program of Study: Bachelors Degree (Al Bachelors Degree (Al
Crthar Majors) Oither Majors)
Aweard Date: 11/05/2014 11/05/2014
Housing Status: Commuter Commuter
Enrcliment Status: Full Time Student Full Time Student
AwardReject:
Advernate Awward (As) A A,
Enrollment Status for Af: Part-Time Par-Time
Remedial Exception: oo
Award Counters: 08 0s 1
Aoward Type: Frocessed Processed
Cancellation Reasan: Student Mot Enrclled Srudent Mot Enrolied

School Adjustment Reason:

PHEAA Adjustment Reason:
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The Estimated Eligibility for Your Institution section displays information about the stu-
dent’s estimated eligibility for the secondary school.

The Alternate School field displays the alternate school’s eight-digit federal school code
assigned by the Department of Education and the two-character suffix assigned by PHEAA, fol-
lowed by the school’s name. This field displays only for academic years prior to 2016-17.

The Full Time Award field displays the potential eligibility if the student was enrolled at the
secondary school full-time.

The Part Time Award field displays the potential eligibility if the student was enrolled at the
secondary school part-time.

The Housing field displays the housing choice that was provided on the FAFSA for the second-
ary school.

NOTE: Estimated eligibility for Secondary school choices cannot be calculated when the
choice is a Business, Trade and Technical school or a Nursing school because the student’s
program of study and academic level are not collected on the FAFSA but are essential to cal-
culating eligibility for these school types.

NOTE: To print the Student Record and the Award Information tab on one page, click
File then Print Preview on the Web browser. Reduce the print size to 60% then select Print.

1. To change the student’s primary school to the alternate school, click the Change Student’s
School link. See Request Primary School Change for step-by-step instructions.
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Grant Information for Years Prior to 2018-19

For academic years which included the Distance Education Pilot Program prior to 2018-19, the
Grant Information section of the Award Information tab displays credit fields.

Awsard Information | School Notes l Activity Log Apglication Info !
Student Information
Address. 1200 North Main Street Phong. (717} 720-5555 Email  studentemailaddress@pheaa.org H.5. Graduation 2014
Harrisburg, P& 17102
Grant Information
Academic Year
Fall Winter Spring Total
School Name (QOE Code): 29099097-01 99999397-01 SR999997-01
Pheaa Quarter Fheaa Qoaner Pheaa Quarter
LImiversity UIniwersity University
Fragram of Study: Bachelor's Degree (All Bachelor's Dregree [All Bacheler's Degree (All
Other Majors) Orhver Mapors) Oriner Majors)
Award Date: 112014 1152014 10152014
Housing Status: Drormitory Dormitory Diormitory
Enroliment 5tatus: Full Time Student Full Time Student Full Time Student
Award/Reject: 1,273 81,223 $1.223 $3 660
ARternate Award [A8) 5511 5611 611 55,493
Enroliment Status for AAC Part-Time Fant-Time Fart-Tme
Remedial Exceptlion: 0.0
Award Counters: 034 0.34 0.34 1
Award Type: Processed Frocessed Frocessed
Cancellation Reason:
Scheool Adjustment Reason:
PHEAA Adjustment Reason:
@ Classroom Credits:
@ Online Credits:
Academic Level: 2 - Second Academic 2 - Second Academic 2 - Sacond Academic
Year Year Year
Total College Cost £20,500 §20,.500 $20.500
PHEAM Estimated Pell: ET3D 6T30 5730
PHEAA EFC i a o

The Classroom Credits field displays the number of credits the student is taking in a class-
room.

The Online Credits field displays the number of credits the student is taking online.
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Eligibility Summary for Years 2014 and Prior

The Eligibility Summary screen for academic year 2014-2015 and prior years displays differ-

ent fields.

TUE FINANCIAL ATD KNOW-IT-ALL
Home | StaloGeamts w  Loan Frocessng v | Repors & Fies

+ Back 1o Search Resulls

88N 123-46-6788 ACCTz  12-3456-TBO0

O You Account ¥ Contact Ls

Alec Welcome, JAMES SMITH - Tuesday, Movember 4, 2014

Eligibility Summary: Abby A Student e vewsrusentrecoan

56 Award Counter (Grand Total) 1

Last Update: 1001512014  Last User: PH12345

2014 - 2016 Fall 2014 - 2015 Winter

Term Records

Halftime: | Mo Ha
School Name [OE Code): | 00000007 -01 COEO000T -0
Pheaa Cuarter Pheaa Quarter
Universay University
Pragram of Study: | Bachelors Degree (Al Bachelor's Dagree (Al
Othes Majors) Drher Majors)
SG Actual Award/Reject: §1223 §1,223
5G Remedial Exception:
50 Award Counters: | 033 033
5G Academic Level: | 2 - Second Academic 2 - Second Academic
Year Year
Cangcellation Reason:
Adjustment Reason:
PHEAAEFC: | n o
High School Graduate: | yes Yes

Period Re

2014-2015
Academic Year

Application Filed: | ves
Total Family Contribution:
High School Grad Year: | 2014
Veteran Status: | g
Financial Independent Status: | no

Inactivation Reason:

Home | State Grants | Loan Processing | Reports & Files

Cantact Us | Privacy Policy | Terms of Use

Copyright © 2007-2014 Pennsylvania Higher Education Assistance Agency. AR Rights Reserved,

2014 - 2015 Spring 2014 - 2015
Academic Total

Ma

00000997 -01
Pheaa Cuarter
Unaversity

Bachelor's Degree (All
Oltheer Matgiors)

51,223 53,669
0.0
034 10

2 - Second Academic
Year

The following fields display:
* Halftime

* School Name (OE Code)
* Program of Study

* SG Actual Award/Reject
* SG Remedial Exception
* SG Award Counters

* SG Academic Level

» Cancellation Reason

* Adjustment Reason

+ PHEAA EFC (expected family contribution)
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* High School Graduate

* Application Filed

» Total Family Contribution

* High School Grad Year

* Veteran Status

* Financial Independent Status
* Inactivation Reason
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View the State Grant Records Student List for Years Prior to 2018-19

The State Grant Records Student List displays when a school user selects View Records
List in the Record Status List on the State Grants Dashboard. It displays in two panes: an
abbreviated summary of the State Grants Dashboard, left; and a list of student records in the
selected status, right. Options are available in the Filter Records section to filter and sort the
records in the Student List. This section describes the fields that display for years prior to 2018-

19.

Alec ‘Welcome. JAMES SMITH - Monday. December 8, 2014
o~

I  1HE FINANCIAL AID KNOW-IT-ALL

Home | SisteGrants v | LoanFrocessing v | Reporis & Files

[2014-2075 ACADEMIC ] period for:| 99989997 PHEAA QUARTER UNIV[=]|

Complete - Active 73 Filter Records

Incomplete - Active
Record Level Filters
Complete - Reject
Updated By: | Updates by PHEAA/Student || updated When: | 122 [=]

Incomplete - Reject o

Special Conditions: | - Select - =

Term Level Fiters [ Fall [ Winter [ Spring

© Eligibility Date: From: mmiddiyyyy  To: mmiddiy, Reject Types: | - Select - [=]

Eligibility Status |- Select- [¥|| Creditinfo: |- Select- || Housing status.

ssssss 5 Program of Study:

A -5 Year Co-op \Work-Study (Al . |
B - Bachelor's Degree (Religion =1/
C - Bachelor's Degree (Al Other |
F - 5 Yt Bona Fide Program bt

Enroliment Status: [ R

| 1- Full Time Student » | |A- Graduated from a Bachelor's »
2 - Full Time-Evening #=1| | B - Nota High School Graduate =,
3 - Half-time Student D - Death of Student

4 - Less Than Half-Time ~ | | E-Cancelled due to Agency Emc ~

Rresults: 1 Records

Dispiaying 1 - 1 aut of 1 Student Records Expor o ExcaliCSY Go 1o First Record =

[l Records Selected (0] |

Name/Address

= STUD! ALDONITA A 122456739 0.00 Rejected-M
1200 NORTH 7TH Halftime
STREET Swdsnt
HARRISEURS FA 17102 Of Campus Of Campus OFff Campus

1. To view a summary and a list of student records for the same time period in a different aca-
demic year or summer period, click the down arrow in the academic year field to select the

academic year to display.

2. To view a summary and a list of student records for the same academic year or summer period
but for a different branch, click the down arrow in the school field to select the branch.

3. To view a summary and a list of student records with a different status, click the status in the
summary pane on the left side of the dashboard.

NOTE: Only statuses with at least one updated record may be selected.
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Record-level and term-level filters are available to filter the list of student records further.

NOTE: When selected, filters are applied only to the records in the selected status. Select the
status from the status list before applying filters.

The record-level filters filter the list of student records by record information.

4.

Click the down arrow in the Updated By ficld and select one of the following to indicate
who updated the record.

School - indicates that the record was last updated by a school user

PHEAA/Student — indicates that the record was last updated by a PHEAA user or program,
or that information was received electronically from a student

School/PHEAA/Student — total of all updates for the school, PHEAA and the student

Click the down arrow in the Updated When field and select a date from the drop-down list
to indicate when the updates were made. This list includes the previous three weeks beginning
with the current date.

Check one or more status in the Record Status field. This field displays when All Statuses is
selected.

Click the down arrow in the Special Conditions field and select one of the following spe-
cial conditions from the drop-down list. This field displays when ALL STATUSES, Com-
plete-Active or Complete-Reject are selected.

Collectibles — Records for which PHEAA is collecting a State Grant award directly from the
student. These records are sorted at the beginning of disbursement rosters. A special message
displays on the Student Record when a collectible exists.

Validation Processing — Records that have been completed or canceled for PHEAA’s
Income Validation.

Late Processing — Records where the student filed past the deadline but PHEAA extended
the deadline for all students and reprocessed the student as on-time. For example, in 2012-13,
PHEAA extended the May 1, 2012 deadline to June 12, 2012 and the August 1, 2012 deadline
to September 12, 2012.

The term-level filters filter the list of student records by term information.

8.

In the Term Level Filters field, select a one or more terms. Select Fall, Winter and/or
Spring.

NOTE: If no terms are selected, the filter will provide results for all terms.
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9. In the Eligibility Date field, enter a date range in the From and To fields to view records for
a specific date range where eligibility was determined or an award was canceled or adjusted.
Enter the dates in MM/DD/YYY'Y format.

NOTE: A Help icon displays to the left of the Eligibility Date field. Click the icon to display
additional information about the eligibility date.

10. Click the down arrow in the Reject Types field and select a reject, or ineligibility, reason
from the drop-down list.

11. Click the down arrow in the Eligibility Status field and select one of the following eligibil-
ity statuses from the drop-down list.

» Awarded — Records that have an award greater than zero in the term or terms being filtered

* Reject — Records that have an ineligibility reason in the term or terms being filtered

« Cancelled — Records that have been canceled and have an award of zero in the term or terms
being filtered. Results will show any cancellation reason

* Pending — Records that are pending eligibility determination in the term or terms being fil-
tered

12. Click the down arrow in the Credit Info ficld and select Reported or Not Reported from
the drop-down list.

13. Click the down arrow in the Housing Status field and select a housing status from the drop-
down list.

14. In the Enrollment Status field select one or more enrollment statuses.

15. In the Cancellation Reasons ficld, select one or more cancellation reasons.

16. In the Program of Study ficld, select one or more programs of study. Programs of study do
not display when All Schools is selected. This field is dynamic and displays choices based on

the school and/or branch campus that was selected.

17. 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 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 1 — 4 out of 4 Student

Alec ‘Welcome. JAMES SMITH - Monday. December 2, 2014
o~
I | 0E FINANCIAL ATD KNOW-TT-ALL
Home | StsteGrens v | LoanProcessing v | Reports & Files
« Back to Dashbasrd
State Grant Records | 20142015 ACADEMIC ] period for: | 89935957 PHEAA QUARTER UNIV[|

Complete - Active
Incomplete - Active
Complete - Reject
Incomplete - Reject

Complete - Inactive

Incomplate - Insctive

Filter Records

Record Level Filters.

Updated By: | Updates by PHEAA/Student [¥]| Updated When: | 122

e =
Special Conditions: | - Select -

=
B

Term Level Filters

O Fan [ winter

[ spring

© Eligibility Date: From: mm/dd

vy To: mmiddiyyn

Reject Types: | - Select -

=]

Eligibility Status: | - Select- [¥]| Credit Info: | - Selet -

[¥]|Housing status: |- Selet-  [~]|

Enroliment Status.

= ion Reasons: Program of Study:

1 - Full Time Student
2 - Full Time-Evening
3 - Hal-time Student
4 - Less Than Hal-Time

m

Graduated from a Bachelor's .«

A- A -5 Year Co-op Work-Study (4l « |
B - Not & High School Graduate =1

D-

B

B - Bachelor's Degree (Religion h=1
(C - Bachelor's Degree (All Other
F - 5t Bona Fide Program -

Death of Student
Cancelled due to Agency Ermc =

Results: T Records

| ResatFillers || ApplyFiters |

Displaying 1 - 1 out of 1 Student Records

| ExporttoExcelCSV | | GotoFirstRecord> |

[ Records Selected ()| Add to Mass Upcate |

@} STUDENT, ALDONITA A 123458785 0.00 Rejected-M scied-M Raje
12 TH Hzl-time Full Time Full Time
STREE Student Student Student
HARRISBURG.FA 17102 Off Campus Off Campus Off Campus

The Name/Address ficld displays the student’s name and address on the most recent student
record, which may not be the same as the academic year selected.

NOTE: Records are sorted in alphabetic order by last name, then first name.
The SSN field displays the student’s nine-digit Social Security number.

The Award Counter filed displays the total number of terms for all years for which the student
has received a State Grant award.

Fall, Winter and Spring fields display term eligibility information such as an award amount,
reject and cancellation reason codes, and enrollment and housing status.
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The Academic Year Total ficld displays the total academic year award amount.

18. To view an individual student record, scroll over the student list to highlight a student record.
Click the student record. See View Student Records 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 box at that top of

the State Grant Portal.
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Update the Student Record for Years Prior to 2018-19

The Student Record section displays the fields of the student’s demographic, school and credit
information sections open for edit. This section describes the fields that display for years prior to
2018-19.

Student Recorc

Demographic Infarmation

Address: 200 norin Main Steet
Harrzburg pa [=] 17102
Phone: [ 717 ) 720 - o000
EMAilt  oentemailaddressi@ p

School Information

Fall

Winter

spring

Branch Campus:
Program of Stuely:
Housing Status:
Enroliment Status:

«80% Classroom
Attendance:

Phaaa Quaner University
C - Bachelor's Degroe (=
1 - Dammitory |~
1 - Full Time Student  [=]

Select if less than 50%

Phaaa Quarter University
| € - Bachelor's Degree (4=
| 1 - Domitary

| 1- Full Time Student  [=

) Select if less than 50%

Phaaa Quarter Univarsity

C - Bachelor's Degres (4 =

1 - Dormitory

1 -Full Time Student [ =

| Select if less than 50%

Credit Information
Fall Winter Spring

© Clazsroom Credits

© Onlire Credits

Use numbers and decimals anly in xx.x format. A maximum combined total of 30 credils allcwed per lewm.

School Notes (Will not be reviewed by PHEAA)

Add comments far this update

Cancel |

Alec Bdugation
Bervioes

Home | State Grants | Loan Processing | Reports & Fikes
Contact Us | privacy Policy | Terms of Use
Copyright @ 2007-2014 Pennsyivania Higher Education Assistance Agency. Al Rights Reserved.

The Demographic Information section displays the student’s demographic information.

1. Inthe Address field, enter the student’s home address. Enter the street address, city and zip
code. Click the down arrow to select the state from the drop-down list.

2. Inthe Phone field, enter the student’s 10-digit home telephone number.

3. In the Email field, enter the student’s email address.
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The School Information section displays information about the student’s school for all terms in
the selected academic year. When the school on the State Grant record is not the same for each
term, the school users are permitted only to submit updates for the term associated with their
school. All other terms are protected and cannot be updated by school users.

4. The Branch Campus ficld displays the name of the school where the student is attending.
This field is updateable only by authorized users at schools that have multiple campuses. To
change the student’s branch campus, click the down arrow and select a branch campus from
the drop-down list.

5. Click the down arrow in the Program of Study field and select the student’s program of
study from the drop-down list.

6. Click the down arrow in the Housing Status field and select the student’s housing status
from the drop-down list.

7. Click the down arrow in the Enrolilment Status ficld and select the student’s enrollment sta-
tus from the drop-down list.

8. Click the down arrow in the Academic Level field and select the student’s academic level
from the drop-down list. This field displays for nursing schools only.

9. Inthe <50% Classroom Attendance ficld, check Select if less than 50% if the student’s
classroom instruction is less than 50% of his enrolled credit hours.

The Credit Information section displays information about the credits the student is attempting
for all terms in the selected academic year.

10. In the Classroom Credits ficld, enter the number of credits the student is taking in a class-
room.

11. In the Online Credits ficld, enter the number of credits the student is taking online.

NOTE: A Help icon displays to the left of the Classroom Credits and Online Credits
fields. Click the icon to display additional information about classroom and online credits.

12. In the School Notes ficld, enter the comments regarding the update, if necessary.
13. Click View Previous Comments to view comments entered for previous updates. A pop-

up box displays. This field is used by the school for informational purposes only and will not
be reviewed by PHEAA staff.
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14. Click Submit Changes to submit the updates made to the Student Record section, or
click Cancel to close the Student Record section without submitting the updates.
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Create Mass Update Queue for Years Prior to 2018-19

For years 2014-15 through 2017-18, the creation of a mass update queue includes fields for 50%
classroom attendance and credit information.

The Step 1 of 4 — Name Your Queue and Select Queue Settings page displays.

st i [ & oo e

Alec Welcome JAMES SMITH Wednesday, November 5, 2014
v

T ruE rmanoiaL A1 KNOW.IT-ALL

Home | StateGranis w | Loan Processing v | Repors &Files v

Step 1 of 4 - Name Your Queue and Select Settings

Enter a Descriptive Name for Your Q

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

2014-2015 ACADEMIC [~]

Branch Campus for Students to be Updated
Student Records will be Updated from the Campus below

Phesa Quarter University

Term(s)

[ Fall [ Winter [ Spring

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

Update Records ) Cancel or Reinstate Records

1. Inthe Mass Update Queue ficld, enter a descriptive name for the queue.
2. Inthe Period field, click the down arrow and select the academic period for the mass update.

3. In the Branch Campus for Students to be Updated field, click the down arrow and
select the branch campus for which the updates are being made.

NOTE: The Branch Campus for Students to be Updated ficld displays the school
branches or corporate headquarters for which the school user is authorized to make updates.
Users with authorization for multiple campuses must make a selection.

4. 1Inthe Term(s) field, check the term(s) for the mass update.

5. Inthe Update Type field, check Update Records.

6. Click the Continue button.
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The Step 2 of 4 — Add Students to Your Mass Updates Queue page displays.

Welcome, JAME S SMITH- Wednesday, November 5, 2014

Alec
P Y
U‘U THE FINANCIAL AID KNOW-IT-ALL

Home | StsleGranis v LoanProcessing | Reporls &Files »

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

Mass Update Queue: test [ Edt Queve Name

Period: 2014-2015 ACADEMIC Campus: Pheaa Quarter University Term Fall, Winter, Update Type: Update Records
(s): Spring

123456789, 123456789

Add Records |

~  *100 Records Maximum

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

Contact Us | Privacy Policy | Terms of Use 2% Education

2 " Services

Copyright © 2007-2014 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

The Mass Update Queue field 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.

7. To add records to the mass update queue, enter Social Security numbers for each record that
should be updated in the textbox, up to 100 records. The SSN must be numeric and may con-
tain dashes. Use commas, spaces, returns or tabs to separate more than one SSN.

8. Click the Add Records button.

April 2019 Confidential/Proprietary Information - PHEAA WB0123 - 116




Web Product Procedure

PHeaa)j School Portal State Grant Partner Interface

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.

Alec Welcome, JAMES SMITH- Wednesday, November 5, 2014
o

T raE FINANCIAL AID KNOW-IT-ALL

Home | StateGranis v  LoanProcessing v | Repors &Files v

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

Mass Update Queue: test [@ edit Queue Name
Period: 2014-2015 ACADEMIC Campus: Pheaa Quarter University Term Fall, Winter, Update Type: Update Records
(s):  Spring
| Add Records

=100 Records Maximum

2 records added to Queue. Displaying 1 - 2 out of 2 records.

Student Name ssN Account # DIO/B  Address city state
REMOVE  APRIL STUDENT 123456759 1234567890 1200 NORTH MAIN STREET HARRISBURG PA
REMOVE ~ APRIL STUDENT 123456789 1234567690 1200 NGRTH MAIN STREET HARRISBURG PA
Delete Queve | | Continue »

Home | State Grants | Loan Processing | Reports & Files

Education

Alec American
Contact Us | Privacy Policy | Terms of Use 7y

< -] Services

Copyright © 2007-2014 Pennsylvania Higher Education Assistance Agency. All Rights Reserved.

9. To remove records, click the REMOVE link to the left of the student record.
10. Click the Continue button. To delete the queue, click the Delete Queue button.

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.

CECTEEEEEEECY & vou s+ conaavs_ PN
Alec Welcome, JAMES SMITH.-- Wednesday, November 5, 2014

N~
T  THE FINANCIAL AID KNOW-IT-ALL

Home | StaleGrants v  LoanProcessing v | Repors &Files v

Step 3 of 4 - Choose the Updates for Your Queue

Mass Update Queue
Mass Update Queue: test [# Edit Queue Name
Period: 2014 - 2015 ACADEMIC Campus: PHEAA QUARTER Term Fall, Winter, Update Type: Update Records
UNIVERSITY (s): Spring
School Information Credit Information
Select the changes you want to make to the student records. Leave a Enter the credit information you want to change on the student
field blank if it does not apply for all students added to the mass records. Leave a field blank if it does nat apply for all students added
queue to the mass queue. Total can not exceed 30 credits and can only be
; _ changed within the active dates.
Program of Study: | Sele [+]
— Classroom Credits:
Housing Status: [+]

Online Credits:
Enrollment Status: | =]

<50% Classroom Attendance: [ Select if less than 50%

Home | State Grants | Loan

Contact Us | Privacy Policy |

Copyright © 2007-2014 Pen igher Education Assistance Agency. All Rights Resarved.

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

The Period, School, Campus, Term(s) and Update Type fields display the information that
was entered in step one.

Updates can be made to school enrollment information and credit information.
School Information

11. In the Branch Campus Change field, click the down arrow and select the new branch
campus.

NOTE: The Branch Campus Change ficld displays only if the school has more than one
branch or corporate headquarters and the school user is authorized to make updates. Users
with authorization for multiple campuses may make a selection.

12. In the Program of Study field, click the down arrow and select a program of study.

13. In the Housing Status field, click the down arrow and select a housing status.

14. In the Enrollment Status ficld, click the down arrow and select an enrollment status.
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15. Check <50% Classroom Attendance if the student’s classroom attendance is less than 50
percent.

Credit Information

16. In the Classroom Credits ficld, enter the number of registered classroom credits as of the
date the State Grant was credited.

17. In the Online Credits field, enter the number of registered online credits as of the date the
State Grant was credited.

18. Click Previous to return to step two, or click Continue.
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The Step 4 of 4 — Review Your Mass Update Queue page displays.

‘

Alec Welcome, JAMES SMITH-Wednesday, November 5, 2014
o~
I  THE FINANCIAL AID KNOW-IT-ALL

Home | StateGranis v  LoanProcessing v | Reporis &Files v

Step 4 of 4 - Review Your Mass Update Queue

Mass Update Queue: test [ £ditQueve Name
Period: 2014 - 2015 ACADEMIC Campus: PHEAA QUARTER Term Fall, Winter, Update Type: Update Records
UNIVERSITY (s): Spring

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

These Records will be Updated

Edit

APRIL STUDENT 12345679
With These Changes

Housing Status: Commuter Edit

Delote Queve | | Exporttobxcel | [T

Home | State Grants | Loan Processing | Reports & Files

Contact Us | Privacy P

Copyright © 2007-2014 Pennsyl 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 the Edit Queue Name link.

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

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

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

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

21. To delete the queue, click the Delete Queue button.

NOTE: A confirmation box, not shown, displays if the school user clicks Delete Queue.
Click Yes, Delete Queue to delete the queue.
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22. Click the Export to Excel button to export the update criteria to an Excel spreadsheet. See
Appendix B - Export Mass Update Reports to Excel for more information.

23. Click the Run Mass Update button to run the update.
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The results page displays when the school user clicks the Run Mass Update button on the pre-
vious page.

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

¥ Your Account ™ Gontact Us

‘Welcome, JAMES SMITH-Wednesday, November 5, 2014

cessing v | Reports & Files v

Period: 2014 - 2015 ACADEMIC ~ Campus: PHEAA QUARTER Term Fall, Winter, Update Type: Update Records
UNIVERSITY (s:  Spring

Successful Updates

Fall

Student Name Award/Reject

12345679 APRIL $1223 $1,223 $1223 Record successfully
STUDENT updated

| ExporttoExcel | | Create Another Mass Update |

Home | State Grants | Loan Processing | Reports & Files

Education
< -] Services

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

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

The Successful Updates — Pending Review section, not shown, 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, not shown, 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.

24. Click View Records Individually, not shown, to cycle through the records that have not
been updated successfully.

25. Click the Export to Excel button to export the mass update report to an Excel spreadsheet.
See Appendix B - Export Mass Update Reports to Excel for more information.
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26. Click the Create Another Mass Update button to create another mass update queue using
the instructions in this section.
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